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Chapter 1

STATEMENT OF POLICIES AND OBJECTIVES

The Section 8 Program was enacted as part of the Housingand Community Development Act of 1974,
which re-codified the U.S. Housing Act of 1937. The Act has beenamended from time totime, and its
requirements, as they apply tothe Section 8 Tenant-Based Assistance Program, is describedinand
implemented throughout this Administrative Plan. The Section 8tenant-based assistance programs are
federally funded and administered for the City of Westminster.

Administration of the Section 8 Program and the functions and responsibilities of the Housing Authority
(PHA) staff shall be in compliance with the PHA's Personnel Policy and the Department of Housingand
Urban Development's (HUD) Section 8 Regulations as well as all Federal, State and local Fair Housing
Laws and Regulations.

The jurisdiction of the PHA is the corporate limits of the City of Westminster, excluding other HUD
Section 8 programs located within the Corporate limits.

A. HOUSING AUTHORITY MISSION STATEMENT

The PHA’s missionis to serve City of Westminster citizens by providing quality housing forthose in need
and to encourage their progress toward self-sufficiency through the PHA’s Family Self Sufficiency
program.

B. LOCAL GOALS [24 CFR 982.1]

Partl
See the PHA 5-Year Plan for the specificHUD Strategic Goals.

Part il

The PHA has the following specificgoals for the program:

e To encourage self-sufficiency of participant families and assistin the expansion of family
opportunities which address educational, socio-economic, and other human services needs
through avenues such as the Housing Choice Voucher Family Self-Sufficiency (FSS) Program.

e To attainand maintaina high level of standards and professionalism in our day-to-day
management of all program components.

e Toadministeran efficient, high-performing agency through continuous improvement of the
PHA’s support systems and commitment to ouremployees and their development.

e To ensure thatall units meet Housing Quality Standards, and that families pay fairand
reasonable rents.

e To promote fairhousingandthe opportunity forvery low-income families of all ethnic
backgroundsto experience freedom of housing choice.



C. PURPOSE OF THE PLAN [24 CFR 982.54]

The purpose of the Administrative Planis to establish policies and procedures for carrying out the
Program ina manner consistent with HUD requirements and local goals and objectives contained in the
Agency Plan.

The PHA isresponsible for complying with all changesin HUD regulations pertaining to these programs.
If such changes conflict with this Plan, HUD regulations will have precedence. The PHA will revise this
Administrative Plan as needed to comply with changesin HUD regulations.

This Administrative Planisasupporting documentto the PHA Agency Plan, andis available for public
review asrequired by CFR 24 Part 903.
Applicable regulationsinclude:

24 CFR Part 5: General Program Requirements

24 CFR Part 8: Nondiscrimination

24 CFR Part 982: Section 8 Tenant-Based Assistance: Housing Choice Voucher Program

Local rules that are made part of this Plan are intended to promote local housing objectives consistent
withthe intent of the federal housing legislation.

D. ADMINISTRATIVE FEE RESERVE [24 CFR 982.54(D)(21)]

Expenditures fromthe Administrative Reserve (Operating Reserve) for other housing purposes shall
require priorapproval of the City of Westminster Mayorand Common Council foramounts over
$5,000.00.

E. RULES AND REGULATIONS [24 CFR 982.52]

This Administrative Planis setforth to define the PHA's local policies and procedures for operation of
the housing programsin the context of Federal laws and Regulations. Allissues related to Section 8 not
addressedinthisdocumentare governed by such Federal regulations, HUD Memos, Notices and
guidelines, orotherapplicable laws. The policiesin this Administrative Plan have been designed to
ensure compliance with the consolidated Annual Contributions Contractand all HUD-approved
applications for program funding.

F. TERMINOLOGY

The Housing Authority of the City of Westminster dba City of Westminster Office of Housing Services is
referredtoas "PHA" or "Housing Authority" throughout this document.

"Family"is used interchangeablywith "Applicant" or "Participant" and can referto a single person
family.

"Tenant"is usedto referto participantsinterms of theirrelation tolandlords.

"Landlord" and "Owner" are used interchangeably.
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"Disability" is used where "handicap" was formerly used.

"Non-citizens Rule" refers to the regulation effective June 19, 1995 restricting assistance to U.S. citizens
and eligible immigrants.

The Section 8 programis also known as the Housing Choice Voucher Program.

"HQS" meansthe Housing Quality Standards required by regulations as enhanced by the PHA.
"Failure to Provide" referstoall requirementsin the first Family Obligation.

“FSS” refers to the Section 8 Housing Choice Voucher Family Self-Sufficiency Program.

See Glossary forotherterminology.

G. FAIR HOUSING POLICY [24 CFR 982.54(D)(6)]

Itisthe policy of the Housing Authority to comply fully with all Federal, State, and local
nondiscrimination laws and with the rules and regulations governing Fair Housing and Equal Opportunity
inhousingand employment.

The PHA shall notdeny any family orindividual the equal opportunity to apply for or receive assistance
underthe Section 8 Programs, including the Housing Choice Voucher FSS Program, on the basis of race,
color, sex, religion, creed, national orethnicorigin, age, familial status, handicap or disability.

To furtherits commitmentto full compliance with applicable Civil Rights laws, the PHA will provide
Federal/State/local information to Voucher holders regarding unlawful discrimination and any recourse
available tofamilieswho believethey are victims of a discriminatory act. Such information will be made
available duringthe family briefing session, and all applicable Fair Housing Information and
Discrimination Complaint Forms will be made a part of the Voucherholder's briefing packetand
available upon request at the front desk. PHA staff will be available to assist any family that requests
assistance in completing the Discrimination Complaint Form along with providing the toll-free number
for the Housing Discrimination Hotline: 1(800) 669-9777.

All Housing Authority staff will be provided with fair housing trainingand informed of the importance of
affirmatively furthering fairhousing and providing equal opportunity to all families, including providing
reasonable accommodations to persons with disabilities, as a part of the overall commitmentto quality
customerservice. The Housing Authoritystaff will also be available to provide housing counseling
servicesto applicants/participants/FSS participants, and will be able to assistin referrals to other
appropriate fair housing entities. Fair Housing posters are posted throughout the Housing Authority
office/s, includingin the lobby andinterview rooms and the equal opportunity logo will be used on all
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outreach materials. Staff will attend local fairhousing update training sponsored by HUD and otherlocal
organizationsto keep current with new developments. When appropriate, fair housing posters and
other material will be made available in Spanishin an efforttoinform our non-English speaking clients.

Exceptas otherwise providedin 24 CFR 8.21(c)(1), 8.24(a), 8.25, and 8.31, no individual with disabilities
shall be denied the benefits of, be excluded from participationin, orotherwise be subjected to
discrimination because the PHA's facilities are inaccessible to or unusable by persons with disabilities.
Posters and housinginformation are displayed in locations throughout the PHA's office in such amanner
as to be easily readable from a wheelchair.

H. REASONABLE ACCOMMODATIONS POLICY [24 CFR 100.202]

Itisthe policy of this PHA to be service-directed in the administration of our housing programs and to
demonstrate a high level of professionalism while providing housing services to families. A participant
with a disability must firstask for a specificchange to a policy or practice as an accommodation of their
disability beforethe PHA will treat a person differently than anyone else. The PHA’s policies and
practices will be designed to provide assurances that persons with disabilities will be given reasonable
accommodations, upon request,so that they may fully access and utilize the housing programand
related services. The availability of requesting an accommodation will be made known by including
notices on PHA forms and letters. This policy isintended to afford persons with disabilities an equal
opportunity to obtain the same result, to gain the same benefit, ortoreach the same level of
achievementas those who do not have disabilities and is applicable to all situations described in this
Administrative Planincluding when afamily initiates contact with the PHA, when the PHA initiates
contact with a family includingwhen afamily applies, and when the PHA schedules orreschedules
appointments of any kind.

To be eligible to request areasonable accommodation, the requester must first certify (if apparent) or
verify (if notapparent) that they are a person with a disability underthe following ADA definition:

“A physical or mental impairment that substantially limits one or more of the major life activities of an
individual; Arecord of such impairment; or Being regarded as having such an impairment.”

Note: This is not the same as the HUD definition used for purposes of determining eligibility for the 5400
deduction forelderly and disabled families.

Rehabilitated, formerdrugusersand alcoholics, are covered underthe ADA. However, acurrent drug
useris not covered. In accordance with 5.403, individuals are not considered disabled for eligibility
purposessolely onthe basis of any drug or alcohol dependence. Individuals whose drug oralcohol
addictionis a material factorto theirdisability are excluded from the definition. Individuals are
considered disabled if disabling mental and physical limitations would persistif drug or alcohol abuse
discontinued.
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Once the person’s status as a qualified person with a disability is confirmed, the PHA willrequirethata
professionalthird party competentto make the assessment provides written verification that the person
needsthe accommodation due to theirdisability and the change is required forthem to have equal
access to the housing program. If the PHA finds that the requested accommodation creates an undue
administrative orfinancial burden, the PHA will deny the requestand/or presentan alternate
accommodation that will still meet the need of the person.

An undue administrative burdenis one thatrequires afundamental alteration of the essential functions
of the PHA (i.e., waivingafamily obligation). Anundue financial burdenis one thatwhen considering
the available resources of the agency as a whole, the requested accommodation would pose asevere
financial hardship onthe PHA.

The PHA will provide awritten decisiontothe person requesting the accommodation withina
reasonable time period. If apersonisdenied the accommodation orfeels that the alternative
suggestions are inadequate, theymay requestaninformal hearingtoreview the PHA’s decision.

Reasonable accommodation willbe made for persons with adisability that requires an advocate or
accessible offices. A designee will be allowed to provide some information, but only with the permission
of the person with the disability.

All PHA mailings will be made available in an accessible format uponrequest, as areasonable
accommodation.

Verification of Disability
The PHA will verify disabilities under definitions in the Fair Housing Amendments Act of 1988, Section
504 of the 1973 Rehabilitation Act, and Americans with Disabilities Act.

Applying for Admission

All persons who wish to apply for any of the PHA’s programs must submitan application. Applications
will be made availablein an accessible format uponrequest froma person with adisability.

To provide specificaccommodation to persons with disabilities, upon request, the information may be
mailed tothe applicantand, if requested, it willbe mailedin an accessible format.

The applicationistobe completedinthe applicant’s own handwriting, unless assistance is needed, ora
requestforaccommodationisrequested by a person with a disability.

Applicants willthen be interviewed by PHA staff to review the information on the full application form.
Verification of disability asit relates to 504, Fair Housing, or ADA reasonable accommodation will be
requested atthistime, if applicable. The fullapplication will also include questions asking all applications
whetherreasonableaccommodations are necessary.
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Access to the Housing Choice Voucher FSS Program and Services

The PHA shall not deny any family orindividual the equal opportunity to apply for or receive assistance
underthe Section 8 Programs, including the Housing Choice Voucher FSS Program, on the basis of race,
color, sex, religion, creed, national orethnicorigin, age, familial status, handicap or disability.

For clients wishing to investigate the possibility of FSS participation, PHA staff will connect the client
with the appropriate FSS employee who willthen explain how the program works. Marketing material
will also be made available toall of ourclients, and may be presentedinadifferentform, if necessary,
for a person with a disability.

I. TRANSLATION OF DOCUMENTS

The Housing Authority has bilingual staff to assist non-English speaking families in Spanish and translates
documentsinto Spanish forthe Housing Choice Voucher Program as well as the FSS Program.

In determining whetheritisfeasible to provide translation of documents writtenin English into other
languages, the PHA will consider the following factors:
o Numberof applicants and participantsinthe jurisdiction, who do not speak English and speak
anotherlanguage.
e Estimated costto PHA perclient of translation of English written documents intothe other
language.
e Theavailability of local organizations to provide translation services to non English speaking
families.
e Theavailability of bi-lingual staff to provide translation for non-English speaking families.

J. MANAGEMENT ASSESSMENT OBJECTIVES

The PHA operatesits housing assistance program with efficiency and can demonstrate to HUD auditors
that the PHA is usingitsresourcesina mannerthat reflectsits commitment to quality and service. The
PHA policies and practices are consistent with the areas of measurement for the following HUD SEMAP
indicators.

e Selectionfromthe Waiting List

e Reasonable Rent

e Determination of Adjusted Income

e Utility Allowance Schedule

e HQS Quality Control Inspections

e HQS Enforcement

e Expanding Housing Opportunities

e PaymentStandards

e Annual Re-examinations

e Correct TenantRent Calculations

e Pre-Contract HQS Inspections
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e Annual HQS Inspections
e lease-up
e Family Self-Sufficiency Enrollment and Escrow Account Balances

Supervisory quality control reviews will be performed by the PHA Program Supervisor or other qualified
housing staff, otherthan the person who performed the work, as required by HUD, on the following
SEMAP factors:

e Selectionfromthe waitinglist

e Rentreasonableness

e Determination of adjustedincome

e HQS Enforcement

e HQS Quality Control

The annual sample of filesand records will be drawn in an unbiased manner, leaving a clearaudit trail.
The minimum sample size to be reviewed will relate directly to each factorand will be consistent with
HUD requirements.

K. RECORDS FOR MONITORING PHA PERFORMANCE

In orderto demonstrate compliance with HUD and other pertinent regulations the PHA will maintain
records, reportsand otherdocumentation foratime thatis in accordance with HUD requirementsand
ina mannerthat will allow an auditor, housing professional, or otherinterested party tofollow, monitor
and or assess the PHA’s operational procedures objectively and with accuracy and in accordance with
SEMAP requirements with internal supervisory audits.

In additiontothe required SEMAP documentation, supervisory staff will audit the following functions:
o Notlessthan 30% of new applications priorto briefing
o Notlessthan 30% of new contracts, including moves
o Notlessthan 30% of all Rent Reasonableness Approvals
e Notlessthan 10% of reexaminations.

Record-keepingforthe FSS Program will include, butis notlimited to, the collection of demographic
data such as race, ethnicity, familial status and disability status of program participants, as well as
statisticsasrequired by HUD forreporting.

L. PRIVACY RIGHTS [24 CFR 982.551 AND 24 CFR 5.212]

Applicants and participants, including all adultsin their households, are required to sign the HUD 9886
Authorization for Release of Information. This documentincorporates the Federal Privacy Act Statement
and describesthe conditions under which HUD/PHA will release family information.

The PHA's policy regarding release of information isin accordance with Federal, State, and local laws
which may restrictthe release of family information. Any and all information which would lead one to
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determine the nature and/orseverity of aperson's disability must be keptin aseparate folderand
marked “confidential" orreturned to the family member afterits use. The personal informationin this
foldermustnotbe released exceptonan "as needed" basisin cases where anaccommodationis under
consideration. Allrequests foraccess and granting of accommodations based on this information must
be approved by the PHA Program Supervisoror Executive Director.

PHA staff will not discuss family information contained infiles unless thereisabusinessreasontodoso.
Inappropriate discussion of family information orimproperdisclosure of family information by staff will
resultindisciplinary action accordingto the Policies of the City of Westminster.

M. FAMILY OUTREACH

The PHA will publicize and disseminate information to make known the availability of housing assistance
and related services, including the FSS Program, forvery low income families on aregular basis. The PHA
will publicize the availability and nature of housing and program assistance forvery low income families
through publicservice announcements, press releases, and/ordisplay adsin the local newspapers. As
with any employment recruitment effort, community marketing steps will be taken so that both assisted
and unassisted families are aware of the opportunity. Theserecruitment efforts relateto any PHA
employment opportunity including FSS coordinator positions.

These marketing stepswillinclude advertisingin the local newspapers, posting advertising noticesin our
office as well as other publicplaces, and usinglocal radio entities to market our programs and
employment opportunities.

The PHA will communicate the status of housing and service-related program availability to other
service providersinthe community, and advise them of housing eligibility factors and guidelinesin order
that they can make properreferrals forhousing and program assistance. This will include, butis not
limited to, the FSS Program.

N. OWNER OUTREACH [24 CFR 982.54(D)(5)]

The PHA makes a concerted effort to keep private ownersinformed of legislative changesin the tenant-
based program, which are designed to make the program more attractive to owners. Thisincludes
informing participant owners of applicable legislative changesin program requirements.

The PHA encourages owners of decent, safe and sanitary housing units tolease to Section 8 families.
The PHA conducts periodic meetings with participatingowners toimprove owner relations and to

recruitnew owners.

The PHA maintains alist of landlords who have anumber of rental units and are willingtorentto
Section 8 Voucherholders. Thislistis providedinthe Section 8 briefing packet.
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The PHA has active participationinacommunity based organization(s) comprised of private property
and apartment owners and managers.

The PHA periodically evaluates the demographicdistribution of assisted families to identify areas within
thejurisdiction whereowner outreach should be targeted. The purpose of these activitiesisto provide
more choices and better housing opportunities to families. Voucher holders are informed of abroad
range of areas where they may lease units inside the PHA’s jurisdiction and given alist of landlords or
other partieswho are willingto lease units or help familieswho desire to live outside areas of poverty or
minority concentration.
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Chapter 2 - ELIGIBILITY FOR ADMISSION
[24 CFR Part 5, Subparts B, D & E; Part 982, Subpart E]

INTRODUCTION

This Chapterdefines both HUD and the PHA's criteriaforadmission and denial of admission to the
program. The policy of this PHA is to strive for objectivity and consistency in applying thesecriteriato
evaluate the eligibility of families who apply.

The PHA staff will reviewall information provided by the family carefully and without regard to factors
otherthan those definedin this Chapter. Families will be provided the opportunity to explain their
circumstances, to furnish additionalinformation as needed, and to receive an explanation of the basis
for any decision made by the PHA pertaining to theireligibility.

A. ELIGIBILITY FACTORS [982.201(B)]

The PHA accepts applications only from families whose head or spouse is atleast 18 years of age or if
the head or spouse isconsidered able tolegally enterinto alease or rental agreementunder Maryland
State Law.

To be eligible for participation, an applicant must meet HUD's criteria, as well as any permissible
additional criteria established by the PHA. The HUD eligibility criteria are:
e Anapplicantmustbe a "family"
e Anapplicant must be withinthe appropriate Income Limits
e Anapplicant mustfurnish Social Security Numbers for all family members
o Anapplicantmustfurnish declaration of Citizenship or Eligible Immigrant Status and verification
as required
e Atleastone memberofthe applicantfamily must be eitheraU.S. citizen or have eligible
immigration status before the PHA may provide any financial assistance.

Reasons fordenial of admission are addressed in the "Denial or Termination of Assistance" chapter.
These reasons fordenial constitute additional admission criteria.

The Family'sinitial eligibility for placement on the waiting list will be made in accordance with the
eligibility factors. Eligibility factors, otherthanincome, willbe verified before the family is placed onthe
waitinglist. Income will be verified when the family gets nearthe top of the waitinglistanditis
anticipatedthat assistance will be available within the next 60-days.

B. FAMILY COMPOSITION [24 CFR 982.201(C)]

The applicant must qualify asa Family. A Family may be a single person oragroup of persons.
A “family” includes afamily with or without a child or children. A group of persons consisting of two or
more elderly persons ordisabled persons livingtogether, orone or more elderly ordisabled persons
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living with one ormore live-inaidesis afamily. The PHA determinesif any othergroup of persons
qualifiesasa “family”. Asingle personfamily may be:

e Anelderlyperson

e A personwitha disability

Individuals may not be considered disabled for eligibility purposes solely on the basis of any drug or
alcohol dependence.

Any othersingle person:

o Achildwhoistemporarily away from home because of placementinfostercareis considereda
member of the family. This provision only pertains to the foster child's temporary absence from
the home, andis not intended to artificially enlarge the space available for otherfamily
members.

A familyalsoincludes:

e Two or more persons whointend to share residency whose income and resources are available
to meetthe family's needsand who have a history as a family unit or show evidence of astable
family relationship.

e Two or more elderly ordisabled persons living together, orone or more elderly, nearelderlyor
disabled persons living with one or more live-in aidesis afamily.

Head of Household

The head of householdis the adult member of the household whois designated by the family as head, is
wholly or partly responsible for paying the rent, and has the legal capacity to enterinto a lease under
State/local law. Persons under 18 years of age who qualify under State law can be recognized as head of
household.

Spouse of Head

Spouse means the husband or wife of the head. For properapplication of the Non-citizens Rule, the
definition of spouse isthe marriage partnerwhom, in order to dissolve the relationship, would have to
be divorced. Itincludes the partnerina common law marriage. The term "spouse" does notapply to
boyfriends, girlfriends, significant others, or co-heads.

Co-Head

An individual inthe household, whois equally responsible forthe lease with the Head of Household, can
be a co-head. A family may have a spouse or co-head, but not both. A co-head never qualifiesasa
dependent.

Live-in Attendants

A Family mayinclude alive-in aide provided that such live-in aide:
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e Isdeterminedbythe PHAto be essential tothe care and well being of an elderly person, anear-
elderly person, ora person with disabilities,

e [snotobligated forthe supportofthe person(s), and

e Wouldnot belivingin the unit, exceptto provide care forthe person(s).

Alive-inaideistreated differently than family members:

e Income of the live-inaide will not be counted for purposes of determining eligibility or level of
benefits.

e Llive-inaidesare notsubjectto Non-Citizen Rulerequirements.

e Live-inaidesmaynotbe considered asaremaining member of the tenant family.

e Relativesare notautomatically excluded from beinglive-in aides, but they must meetall of the
elementsinthe live-in aide definition described above.

e AliveinAide mayonlyresideinthe unitwiththe approval of the PHA. Written verification will
be required froma reliable, knowledgeable professional, such as a doctor. The verification
provider must certify thata live-in aideis needed for the care of the family memberwhois
elderly, near-elderly (50-61) or disabled and the hours that are needed

The PHA will approve alive-inaide if needed as areasonable accommodation to make the program
accessible toand usable by the family memberwith adisability. Approval of alive-in aide forreasonable
accommodation will be inaccordance with CFR 24 Part 8 and the reasonable accommodations section in
Chapter1 of this Administrative Plan.

Verification must be provided to documentthatthere isthe needforlive-in assistance ratherthana
needthat can be metby daily help that would not need to be present duringthe nighttime hours.
[24 CFR 982.316]

At any time the PHA will refuse to approve a particular person asa live-in aide or may withdraw such
approval if:
e The person commitsfraud, bribery, orany other corrupt or criminal actin connection with any
federal housing program;
e The person commits drug-related criminal activity orviolent criminal activity; or
o The personcurrently owesrentor otheramountsto the PHA or toanother PHA in connection
with Section 8 or publichousing assistance underthe 1937 Act.

Split Households Prior to Voucher Issuance

When a family on the waitinglist splitsinto two otherwise eligible families due to divorce or legal
separation, and the new families both claim the same placement on the waitinglist, and thereis no
court determination, the PHA will make the decision taking into consideration the following factors:

e  Whichfamily memberapplied as head of household;

e  Whichfamilyunitretainsthe children orany disabled orelderly members;

e Therole of domesticviolence inthe split;
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e Recommendations of social service agencies or qualified professionals such as children's
protective services.

Documentation of these factorsis the responsibility of the applicant families. If either or both of the
families do not provide the documentation they may be denied placement on the waitinglistforfailure
to supplyinformation requested by the PHA.

In cases where domesticviolence played arole, the standard used for verification will be the same as
that required forthe "domesticviolence" preference.

The PHA will require evidence that the family has been displaced as a result of fleeing violencein the
home. Families are also eligiblefor this preference if there is proof that the familyis currentlylivingina
situation where they are being subjected to or victimized by violence in the home (See "Establishing
Preferences and Maintaining the Waiting List" chapter).

Multiple Families in the Same Household

When families apply which consist of two families living together, (such as a mother and father, and a
daughterwith herown husband or children), if they apply as afamily unit, they will be treated as a
family unit.

Joint Custody of Children

Childrenwho are subjectto a joint custody agreement but live with one parentatleast 51% of the time
will be considered members of the household. "51% of the time" is defined as 183 days of the year,
which do not have to run consecutively.

When both parents are on the Waiting Listand both are tryingto claimthe child, the parentwhose
addressislistedinthe school records will be allowed to claim the school age child asa dependent.

C. INCOME LIMITATIONS [24 CFR 982.201(B), 982.353]

To be eligible forassistance an applicant must have an Annual Income at the time of admission that
does notexceedthe verylow-income limits for occupancy established by HUD.

To be income eligible the applicant must be a family in the very low-income category, whichisafamily
whose income does not exceed 50 percent of the area medianincome.

The PHA will notadmitfamilies whose income exceeds 50 percent of the area medianincome except
those familiesincludedin 24 CFR 982.201(b).

To be income eligible, the family may be underthe low-incomelimitin any of the following categories:
[24 CFR 982.201(b)]
e Averylow-incomefamily;
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e Alow-incomefamilythatiscontinuously assisted underthe 1937 Housing Act;

e Anapplicantiscontinuously assisted if the family has received assistance under any 1937
Housing Act program within 60 days of voucherissuance. Programsinclude any housing
federally assisted underthe 1937 Housing Act;

e Alow-incomefamily physically displaced by rental rehabilitation activityunder 24 CFR part 511;

e Alow-incomenon-purchasing family residingina HOPE 1 or HOPE 2 project;

e Alow-incomenon-purchasing family residingin aprojectsubjecttoa homeownership program
under24 CFR 248.173;

e Alow-incomefamily ormoderate income family thatis displaced as aresult of the prepayment
of a mortgage or voluntary termination of a mortgage insurance contract under 24 CFR 248.165;

o Alow-incomefamily that qualifies for Voucherassistance as anon-purchasing family residingin
a projectsubjectto a residenthome ownership program.

To determine if the family isincome-eligiblethe PHA compares the Annual Income of the family tothe
applicable incomelimit for the family's size. Families whose Annual Income exceeds the income limit will
be denied admission and offered aninformal review.

Portability

For initial lease-up at admission families who exercise portability must be within the applicableincome
limitforthe jurisdiction of the receiving PHA in which they want to live. Eligible families who do not
have proof of legal residence in the Corporate City limits at the time of initial application, will not be
approved to exercise portability uponinitial issuance of voucher.

D. MANDATORY SOCIAL SECURITY NUMBERS [24 CFR 5.216, 5.218]

Families are required to provide verification of Social Security Numbers for all family members priorto
admission, if they have been issued anumberby the Social Security Administration. This requirement
alsoappliesto personsjoining the family afteradmission to the program. Failure to furnish verification
of social security numbersis grounds fordenial or termination of assistance.

Personswho have notbeenissuedaSocial Security Number must sign a certification that they have
neverbeenissuedaSocial Security Number.

E. CITIZENSHIP/ELIGIBLE IMMIGRATION STATUS [24 CFR PART 5, SUBPART E]

In orderto receive assistance afamily membermustbe aU.S. citizen oreligibleimmigrant. Individuals
who are neithermay elect notto contend theirstatus. Eligible immigrants are persons who are in one of
the immigrant categories as specified by HUD.

For the Citizenship/Eligible Immigration requirement the status of each member of the family s
consideredindividually beforethe family's statusis defined.

22



Mixed Families

A familyiseligibleforassistance aslongas at leastone memberis a citizen oreligibleimmigrant.
Familiesthatinclude eligible and ineligibleindividuals are called "mixed." Such applicant families will be
given notice that theirassistance willbe pro-rated and that they may request a hearingif they contest
this determination.

All members ineligible
Applicantfamiliesthatinclude no eligible members are ineligible for assistance. Such families will be
denied admission and offered an opportunity fora hearing.

Non-citizen students

For this eligibility requirement please referto the HUD definition in the non-citizen regulations at 24 CFR
5.522.

Ineligible Appeals

For this eligibility requirement only the applicantis entitled to a hearing exactly like those provided for
participants.

F. OTHER CRITERIA FOR ADMISSIONS [24 CFR 982.552(B)]

A family will not be admitted to the programif any member of the family has been evicted from
federally assisted housing forserious violation of the lease within the past five years.

A family will be denied admission to the programif any member of the family fails to sign and submit
consentforms for obtaininginformation required by the PHA including Form HUD-9886.

The PHA will apply the following criteria, in addition to the HUD eligibility criteria, as grounds for denial
of admissiontothe program:

o The family must not have violated any family obligation during a previous participationin the
Section 8 program forfive years priorto final eligibility determination. (If the violation was
failure to give the PHA notice before moving the PHA will consider the circumstances under
which the failure occurred, such as fleeinga domesticviolence situation, before enforcing this
reason for denial of admission.)

o The PHA may make an exceptionif the family memberwho violated the family obligationis not
a current member of the household on the application.

o The family must pay any outstanding debt owed the PHA oranother PHA as a result of prior
participationin any federal housing program priorto admission and would have to enterintoa
repaymentagreementand keep it current while on the waiting list.
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The PHA will check criminal history forall adultsinthe household to determine whetherany member of
the family has violated any of the prohibited behaviors as referenced in the section on screening and
terminations policy inthe "Denial or Termination of Assistance" chapter.

If any applicant deliberately misrepresents the information on which eligibility ortenantrentis
established the PHA may deny assistance and may referthe family file/record to the properauthorities
for appropriate disposition.

G. TENANT SCREENING [24 CFR 982.307)]

The PHA will take into consideration any of the criteriaforadmission described inthe "Denial or
Termination of Assistance" chapter.

The PHA will not screen family behavior or suitability fortenancy. The PHA will not be liable or
responsible tothe ownerorotherpersons forthe family’s behavior or the family’s conductintenancy.

The owneris responsible forscreening and selection of the family to occupy the owner’s unit. Ator
before PHA approval of the tenancy the PHA will inform the ownerthat screeningand selection for
tenancyisthe responsibility of the owner. The ownerisresponsible forscreening families based on
theirtenancy histories, including such factors as:[24 CFR 982.307(a)(3)]

e Paymentof rentand utility bills;

e Caringforaunitand premises;

o Respectingtherights of otherresidents to the peacefulenjoyment of their housing;

e Drug-related criminal activity or other criminal activity thatis athreat to the health, safety or

property of others; and
e Compliance with otheressential conditions of tenancy.

The PHA will give the owner:
e Thefamily’scurrentand prioraddress as showninthe PHA's records; and
e Thename andaddress (if known by the PHA) of the landlord at the family’s current and prior
address.

The PHA will provide the ownerthe following otherinformation, orally and based upon documentation
inthe PHA's possession concerning the family, only if the owner provides awritten release signed by the
family:

o Informationaboutthe family’s criminal or drug-related activity;

e Information aboutthe family’s eviction history;

e Information aboutany damage to rental units caused by the family, or

o Information about drug-trafficking by family members.

The same types of information will be supplied to all owners, who inquire withthe PHA. The PHA will
advise families how tofile acomplaintif they have been discriminated against by an owner. The PHA will
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advise the family to make a Fair Housing complaint. The PHA may alsoreportthe ownerto HUD (Fair
Housing/Equal Opportunity).

H. CHANGES IN ELIGIBILITY PRIOR TO EFFECTIVE DATE OF THE CONTRACT

Changesthatoccur duringthe period between issuance of avoucherand lease up may affect the
family's eligibility or share of the rental payment.

I. INELIGIBLE FAMILIES

Families who are determined to be ineligible will be notified in writing of the reason for denial and given

an opportunity torequestaninformal review, oraninformal hearingif they were denied due to non-
citizen status.

J. PROHIBITED ADMISSIONS CRITERIA [982.202(B)]

Admission to the program may not be based on:

e Where afamilylives priortoadmission tothe program;

o Where the family will live with assistance under the program;

e Discrimination because members of the family are unwed parents, recipients of public
assistance, or children born out of wedlock;

e Discrimination because afamilyincludes children;

e Whetherafamilydecidesto participate in afamily self-sufficiency program; or

e Otherreasonsas listedin the "Statement of Policies and Objectives" chapter underthe Fair
Housing and Reasonable Accommodations sections.
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Chapter 3 - APPLYING FOR ADMISSION [24 CFR 982.204]

INTRODUCTION

The policy of the PHAis to ensure thatall families who express aninterestin housing assistance are
given an equal opportunity toapply and are treatedin a fairand consistent manner. This Chapter
describesthe policies and procedures for completing aninitial application for assistance, placement and
denial of placementon the waitinglist, and limitations on who may apply. The primary purpose of the
intake functionis to gatherinformation about the family however the PHA will also utilize this process to
provide information to the family so thatan accurate and timely decision of eligibility can be made.

Applicants willbe placed onthe waitinglistin accordance with this Plan.

A. OVERVIEW OF THE APPLICATION TAKING PROCESS

The purpose of application takingisto permitthe PHA to gather information and determine placement
on the waitinglist. The application will contain questions designed to obtain pertinent program
information. Families who wish to applyforany one of the PHA's programs must complete awritten
application form when application-takingis open. Applications will be made available in an accessible
formatuponrequestfroma personwith a disability.

When the waitinglistis open, any family asking to be placed on the waiting list for Section 8 rental
assistance will be given the opportunity to complete an application. Applications will be mailed to
interested families upon request.

The application process will involve two phases. The firstis the "initial" application for assistance. This
first phase resultsinthe family's placement on the waitinglist based upon self-declaration of income.
The application will be dated, time-denoted, and referred to the PHA’s eligibility office where it will be
maintained until suchtime asitis needed for processing.

The second phase is the "final determination of eligibility" (referred to as the full application). The full
applicationtakes place when the family reaches the top of the waitinglist. At thistime the PHA ensures
that verification of all HUD and PHA eligibility factorsis currentin orderto determine the family's
eligibility forthe issuance of avoucher.

B. OPENING/CLOSING OF APPLICATION TAKING [24 CFR 982.206,
982.54(D)(1)]

Opening the Waiting List
The PHA will utilize the following procedures for opening the waiting list (should the waitinglist ever be
closedfora period of time):

o Whenthe PHA opensthe waitinglist, the PHA will advertise through publicnotice in the local

community newspaper.
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e The notice will contain:

o Thedates, times, and the locations where families may apply;

e The programs for which applications willbe taken;

e Abriefdescription of the program;

e Astatementthatpublichousingresidents mustsubmitaseparate applicationif they want
to applyforSection§;

e Limitations,ifany, onwho mayapply;

e Thenoticeswill be madeinan accessible formatif requested. They will provide potential
applicants with information thatincludes the PHA address and telephone number, how to
submitan application and information on eligibility requirements.

Upon request from a person with adisability, additional time will be given as an accommodation for
submission of an application afterthe closing deadline. This accommodationis to allow persons with
disabilities the opportunity tosubmitan applicationin cases when asocial service organization provides
inaccurate or untimely information about the closing date.

If the waitinglistis open, the PHA will accept applications from eligible families unless there is good
cause for not accepting the application, such as denial of assistance because of action orinaction by
members of the family for the grounds stated inthe "Denial or Termination of Assistance" chapter of
this Administrative Plan. [24 CFR 982.206(b)(2)]

Closing the Waiting List

The PHA may stop applicationsif there are enough applicants tofill anticipated openings forthe
subsequent24 months. The waiting list may not be closed if it would have adiscriminatory effect
inconsistent with applicable civil rights laws.

The PHA will announce the closing of the waiting list by public notice.

The open period shall be long enough to achieve awaitinglist adequate to cover projected turnoverand
new allocations overthe next 24 months. The PHA will give at least seven days' notice priorto closing
thelist.

When the period foracceptingapplicationsis over, the PHA will add the new applicants to the list by
separatingthe new applicantsinto groups based on preferences and ranking applicants within each
group by date and time of application.

Limits on Who May Apply

When the waitinglistis openanyfamily asking to be placed on the waitinglist for Section 8 rental
assistance will be given the opportunity to complete an application.
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When the applicationis submitted to the PHA it establishes the family's date and time of application for
placementorderonthe waitinglist.

C. "INITIAL" APPLICATION PROCEDURES [24 CFR 982.204(B)]

The PHA will utilize a written application form. The information is to be filled out by the applicant
whenever possible. To provide specificaccommodation for persons with disabilities, the information
may be completed by astaff person. It may also be mailed to the applicantand, if requested, it will be
mailedinanaccessible format. Translations will be provided for non-English speaking applicantsin
Spanish.

|II

The purpose of the “Initial” applicationisto permitthe PHA to preliminarily assess family eligibility or
ineligibility and to determine placement on the waitinglist. The application will contain full and
complete information, including but not limited to:

e Applicantname;

e Family UnitSize (number of bedrooms the family qualifies forunder PHA subsidy standards);

e Date andtime of application;

e Qualificationforanylocal preference;

e Racial or ethnicdesignation of the head of household;

e Annual (gross) familyincome;

e Anypreference status;

e Targeted program qualifications.

Duplicate applications, including applications from a segment of an applicant or participants household,
will notbe accepted. Ineligible families will not be placed on the waitinglist. Families may be
consideredineligibleif they have been previously terminated within five years and orowe moneytoa
federally subsidized Housing Authority.

The information onthe application will be verified at the time of processing the application..

D. APPLICANT STATUS WHILE ON WAITING LIST [CFR 982.204]

Applicants are required toinform the PHA of changesin address. Applicants are also required to
respond to requests from the PHA to update information ontheirapplication and to determine their
continuedinterestin assistance. All changes and responses to requests to update information mustbe
within 14 calendar days of the change or request.

If after a review of the application the family is determined to be preliminarily eligible, they will be
notifiedinwriting orin an accessible format upon request, asareasonable accommodation. The notice
will containthe approximate date that assistance may be offered, and will further explain that the
estimated date is subject to factors such as turnoverand available funding. This notificationis
consideredtobe a receipt of theirapplication and should be retained for future reference.

This written notification of preliminary eligibility will be:
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e Givento the applicantatthe time the applicationis submitted; or
e Mailedto the applicant by first class mail; or
e Distributedtothe applicantinthe mannerrequested as a specificaccommodation.

If the familyis determined to be ineligible based on the information providedin the application, the PHA
will notify the family in writing (in an accessible format upon request as a reasonable accommodation),
state the reason(s), and inform them of theirrightto an informal review. Persons with disabilities may
requestto have an advocate attend the informal reviewas an accommodation. See "Complaints and
Appeals" chapter.

The waiting list will be updated each month by the 15", Phone inquiries as to the position on the list will
only be accepted on the third Wednesday and Thursday of each month.

E. TIME OF SELECTION [24 CFR 982.204]

When fundingis available, families will be selected from the waitinglistin their determined sequence,
regardless of family size, subjecttoincome targeting requirements. When there isinsufficient funding
available forthe family at the top of the list, the PHA will not admitany other applicant until fundingis
available forthe firstapplicant.

Based on the PHA's turnover and the availability of funding, groups of families will be selected from
the waitinglist to form a final eligibility "pool." Selection from the pool will be based on completion
of verifications and file processing, and attending a briefing.

F. COMPLETION OF A FULL APPLICATION

All preferences claimed on the application will be verified whenever the familyclaims a preference.
The qualification for preference must exist at the time the preference is claimed and at the time of
verification, because claim of a preference determines placement on the waiting list.

Afterthe preferenceisverified, whenthe PHA isreadytoselectapplicants, applicants will be required to
complete an Affidavit For Rental Assistance Form priorto the full application interview, unless assistance
isneeded, ora request foraccommodationis made by a person with a disability. Applicantwillthen be
interviewed by PHA staff to review the information on the Affidavit For Rental Assistance form.

The family will be denied and afull application will not be accepted if the family gives false information
or omitsinformation on any documentto determine eligibility or for continued assistance underthe
Housing Choice Voucher Program.

Requirement to Attend Interview

The PHA utilizes the full application interviewto discuss the family's circumstances in greater detail, to
clarify information which has been provided by the family, and to ensure that the informationis

29



complete. The interview is also used as a vehicle to meetthe informational needs of the family by
providinginformation about the application and verification process, as well as to advise the family of
other PHA services or programs which may be available.

All adultfamily members are required to attend the interview, and sign the housing application and/or
the subsequentforms. Exceptions may be made for students attending school out of state or for family
members forwhom attendance would be a hardship.

Itisthe applicant's responsibility to reschedule the interview if s/he misses the appointment. If the
applicantdoes notreschedule, the PHA will reject the application. Applicants who fail to appearand
wantto reschedule a missed appointment must make the requesttoreschedulenolaterthanseven
days from the original appointment date.

Reasonable accommodation willbe made for persons with adisability who require an advocate or
accessible offices. A designee will be allowed to participate in the interview process, but only with
permission of the person with a disability.

If an applicationisdenied due tofailure to attend the full application interview, the applicant will be
notifiedinwritingand offered an opportunity to requestaninformal review.

All adult members mustsign the HUD Form 9886, Release of Information, the application formand all
supplemental forms required by the PHA, the declarations and consents related to
citizenship/immigration status and any other documents required by the PHA. Applicants willbe
requiredtosign specificverification forms forinformation which is not covered by the HUD form 9886.
Failure todo sowill be cause for denial of the application for failure to provide necessary certifications
and release asrequired by the PHA.

Every adulthousehold member mustsign aconsentformto release criminal records and to allow PHAs
to receive records and use themin accordance with HUD regulations.

If the PHA determines at or afterthe interview that additionalinformation ordocument(s) are needed,
the PHA will request the document(s) orinformation. If needed, the PHA willsend afollow-up written
notification forthe needed document(s) orinformation and will be given areasonable number of days
to supply the information. If the informationisnotsuppliedin thistime period, the PHA will provide the
family a notification of denialforassistance.

G. VERIFICATION [24 CFR 982.201(E)]

Information provided by the applicant will be verified, using the verification proceduresin the
"Verification Procedures" chapter. Family composition, income, allowances, and deductions, assets, full-
time student status, eligibility and rent calculation factors, and other pertinentinformation will be
verified. Verifications may not be more than 60 days old at the time of issuance of the Voucher.
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H. FINAL DETERMINATION AND NOTIFICATION OF ELIGIBILITY [24 CFR
982.201]

Afterthe verification processis completed, the PHA will make afinal determination of eligibility. This
decisionis based uponinformation provided by the family, the verification completed by the PHA, and
the current eligibility criteriain effect. If the family is determined to be eligible, the PHA will contact the
family to attend a briefing. A briefing will be scheduled for the issuance of avoucherand the family's
orientation to the housing program.
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Chapter 4 - ESTABLISHING PREFERENCES AND MAINTAINING
THE WAITING LIST [24 CFR Part 5, Subpart D; 982.54(d) (1);
982.204, 982.205, 982.206]

INTRODUCTION

Itisthe PHA's objective to ensure that families are placed inthe properorderonthe waitinglistand
selected fromthe waitinglistforadmissionsinaccordance with the policiesinthis Administrative Plan.
This chapter explains the local preferences which the PHA has adopted to meet local housing needs,
definesthe eligibility criteriaforthe preferences, and explains the PHA's system of applying them. By
maintainingan accurate waitinglist, the PHA will be able to perform the activities which ensure thatan
adequate pool of qualified applicants will be available so that program funds are used in a timely
manner.

A. WAITING LIST [24 CFR 982.204]

The PHA usesa single waitinglistforadmissiontoits Section 8tenant-based assistance program.
Applicants willbe selected from the PHA waitinglistin accordance with policies and preferences and
income targeting requirements defined in this Administrative Plan. The PHA will maintain information
that permits properselection from the waiting list.

B. SPECIAL ADMISSIONS [24 CFR 982.54(D)(E), 982.203]

If HUD awards a PHA program fundingthatis targeted for specifically named families, the PHA will admit
these families underaSpecial Admission procedure. Specialadmissions families will be admitted
outside of the regular waitinglist process. They do not have to qualify forany preferences, norare they
requiredto be on the program waitinglist. The PHA maintains separaterecords of these admissions.

The following are examples of types of program funding that may be designated by HUD for families
livinginaspecified unit:
o A familydisplaced because of demolition ordisposition of a publicorIndian housing project;
e Afamilyresidinginamultifamily rental housing project when HUD sells, forecloses or
demolishesthe project;
e For housingcovered by the Low Income Housing Preservation and Resident Home-ownership
Act of 1990;
e Afamilyresidinginaprojectcovered by a project-based Section 8HAP contract at or near the
end of the HAP contract term; and
e A non-purchasingfamily residinginaHOPE 1 or HOPE 2 project.

Applicants who are admitted under Special Admissions, ratherthan from the waitinglist, are identified
by codesinthe automated system and are not maintained on separate lists.
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Westminster City Housing has established a pilot program which would allow ahomeless admissions
preference onthe Housing Choice Voucher waitinglist foralimited amount o vouchers. The City of
Westminster has been working with the Continuum of Care, local homeless shelter and Carroll County
Housing office toaddress local housing needs identified by the community. The pilot program will set
aside 2 Housing Choice Vouchersforthis preference.

Westminster City Housing will receivereferrals only from the Human Services Program of Carroll County
for familiesto allow two vouchers to go underlease that meetthe criteriaforthe Housing Choice
VoucherProgram. The families must be able to verify priorresidency in Westminster City for at least six
months priorto the families’ admission into the shelter program. The Human Services Program will
submita referral to the Housing Authority indicating that they have metall of the criteria outlined for
the preference as well as basiccriteriafor determining eligibility for the Housing Choice Voucher
Program. Verification of residency mustaccompany the referral form. The referral will alsoinclude an
expiration date forthe referral. HSP will ask forinformation pertainingto the followingcriteriain order
to determine fromthe family if they will be eligible which willinclude askingif the family owes any
money to any Federal Housing Program or have been terminated from any federally assisted housing for
at leasta five year period priorto determiningeligibility orif any adult family members are on the
National Sex Offenders Registry. The family must not currently be engagedinillegal druguse or have
reasonable cause to believe thatthe members use or pattern of abuse may threaten the health, safety
or right to peaceful enjoyment of the premises by otherresidents. The families mustapply tothe
Housing Choice Voucherwaiting listif they are not currently onthe list. Human Services Program will
continue towork with these families to remain housed and to assistin locating a unitand following up
on all aspects of the program and leasing. The referringagency will verify the client meets all of the
Housing Choice Vouchercriteria as well as obtaining verification of the preference priorto making the
referral.

C. LOCAL PREFERENCES [24 CFR 982.207]

The PHA usesthe followinglocal preference system:
The waitlist will be managed by date, time and preference.
Preferred status on the waitinglist will be givento the following ranking preferences:

e Personswhoare workingat least 20 hours perweek and receiving monetary compensation
within the City of Westminster corporate boundaries andis verified,and meetincome
requirements per HUD definition; or Persons who are currently enrolled in approved job training
program within City of Westminster corporate limits

e Personswhoare living within the City of Westminster corporate boundariesand meetincome
requirements per HUD definition; (alease from an owneror agent will be required for
verification purposes.)

e Personswhoare elderly (age 62 or older) or have a disability and living within the City limits.

e Personswhoarelivingina sponsored homeless shelterinthe City and are receiving case
management fromthe shelter programs sponsored by Human Services Programs of Carroll
County.
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e Victimsof domesticviolence.

e Domestic violence means actual or threatened violence by amember of a household
directed athim/herself oranothermember of his/her household. The domesticviolence
should have occurred recently or be of a continuing nature. The definition of recent for
this purpose would mean within asix month period. Anapplicant may qualifyfora
preference forvictims of domesticviolence if the applicant:

e Vacateda unit because of officially (police or courts) documented domesticviolence;

e livesinaunitwitha personwhoengagesinviolence documented as above. The
applicant must certify that the person who engagedinthe violence does notreside with
the applicantfamily unless the PHA gives advance written approval.

Note: Only one preference will be allowed.

Treatment of Single Applicants

Singles Preference

Single applicants who are elderly, disabled, or displaced will be given aselection priority overall “Other
Single” applicants regardless of preference status. "Other Singles" denotes aone-person householdin
which the individualmemberis notelderly, disabled, or displaced by government action. Such
applicants will be placed onthe waitinglistin accordance with any other preferencesto which they are
entitled, butthey cannotbe selected forassistance before any one-person elderly, disabled or displaced
family regardless of local preferences.

All families with children and families who includean elderly person ora person with adisability [24 CFR
100.80] shall be given aselection priority overall otherapplicants.

D. INCOME TARGETING

In accordance with the Quality Housing and Work Responsibility Act of 1998, the PHA appliesits Section
8 new admissions to families whose income does not exceed 30 percent of the areamedianincome.
HUD referstothese families as “extremely low-income families.”

E. INITIAL DETERMINATION OF LOCAL PREFERENCE QUALIFICATION [24 CFR
982.207]

At the time of application, an applicant's entitlement to a local preference may be made onthe
following basis:

e The PHA will verify all preference claims at the time they are made.
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The PHA will re-verify a preference claimif the PHA feels the family's circumstances have changed at
time of selection from the waitinglist. If the preference verification indicates thatan applicantdoes not
qualify forthe preferencethe applicant will be returned to the waitinglist without the local preference
and given an opportunity fora meeting. If, atthe time the family applied the preference claim was the
onlyreasonforplacement of the family on the listand the family cannot verify theireligibilityfor the
preference as of the date of application, the family will be removed from the list.

F. EXCEPTIONS FOR SPECIAL ADMISSIONS [24 CFR 982.203, 982.54(D)(3)]

If HUD awards a PHA program fundingthatis targeted for specifically named families the PHA will admit
these families underaSpecial Admission procedure.

Special admissions families will be admitted outside of the regular waitinglist process. They do not have
to qualifyforany preferences, norare they required to be onthe program waitinglist. The PHA
maintains separate records of these admissions. The following are examples of types of program
fundingthat may be designated by HUD for families living in aspecified unit:
o Afamilydisplaced because of demolition or disposition of a publicorIndian housing project;
o Afamilyresidinginamultifamily rental housing project when HUD sells, forecloses or
demolishesthe project;
e For housingcovered by the Low Income Housing Preservation and Resident Home-ownership
Act of 1990;
e Afamilyresidinginaprojectcovered by a project-based Section 8HAP contract at or near the
end of the HAP contract term; and
e A non-purchasingfamily residinginaHOPE 1 or HOPE 2 project.

G. TARGETED FUNDING [24 CFR 982.203]

When HUD awards special funding for certain family types, families who qualify are placed on the
regularwaitinglist. When aspecifictype of fundingbecomes available, the waitinglistis searched for
the firstavailable family meeting the targeted funding criteria.

Applicants who are admitted undertargeted funding which are notidentified as a Special Admission are
identified by codesinthe automated system.

H. PREFERENCE AND INCOME TARGETING ELIGIBILITY [24 CFR 982.207]

Change in Circumstances

Changesinan applicant's circumstances while on the waiting list may affect the family's entitlementtoa
preference. Applicants are required to notify the PHA in writing when their circumstances change.

When an applicant claims an additional preference, s/he will be placed on the waitinglistin the
appropriate order determined by the newly-claimed preference.
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Ifthe family’s verified annual income, at final eligibility determination, does not fall under the Extremely
Low Income limitand the family was selected forincome targeting purposes before afamily with a
higher preference, the family will be returned to the waiting list.

Other Housing Assistance [24 CFR 982.205(b)]

Otherhousingassistance means afederal, State orlocal housing subsidy, as determined by HUD,
including publichousing. The PHA may not take any of the following actions because an applicant has
appliedfor, received, orrefused other housing: [24 CFR 982.205(b)]

e Refusetolistthe applicantonthe PHA waitinglist fortenant-based assistance;

e Denyany admission preference for which the applicantis currently qualified;

e Changethe applicant’s place on the waitinglist based on preference, date and time of

application, orotherfactors affecting selection underthe PHA selection policy; or
e Remove the applicant from the waiting list.

However, the PHA may remove the applicant from the waitinglist for tenant-based assistance if the PHA
has offered the applicantassistance underthe voucher program.

I. ORDER OF SELECTION [24 CFR 982.207(E)]

The PHA’s method for selecting applicants from a preference category leaves aclear audit trail that can
be usedto verify that each applicant has been selected in accordance with the method specified inthe
administrative plan.

Local Preferences

Local preferences willbe used to select families from the waiting list. The PHA has selected the following
systemtoapplylocal preferences:
o Alllocal preferenceswill be treated equally except as noted above (C. LOCALPREFERENCES [24
CFR 982.207]) for Family Unification Program vouchers. The preference can only accept one
referral ayear.

Among Applicants with Equal Preference Status

Amongapplicants with equal preference status, the waiting list will be organized by date and time of
application.

J. FINAL VERIFICATION OF PREFERENCES [24 CFR 982.207]

Preference information on applications will be updated as applicants are selected from the waitinglist.
At that time, the PHA will obtain necessary verifications of preference at the interview and by third party
verification.
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K. PREFERENCE DENIAL [24 CFR 982.207]

Ifthe PHA denies apreference, the PHA will notify the applicant in writing of the reasons why the
preference was denied and offerthe applicant an opportunity forareview with the Housing Services
Manager. If the preference denial is upheld as a result of the meeting, orthe applicant does notrequest
a meeting, the applicant will be placed on the waiting list without benefit of the preference. Applicants
may exercise otherrightsif they believethey have been discriminated against.

If the applicant falsifies documents or makes false statementsin orderto qualify forany preference,
they will be removed from the waiting list.

L. REMOVAL FROM WAITING LIST AND PURGING [24 CFR 982.204(C)]

The Waiting List will be purged approximately once ayear by a mailingto all applicants to ensure that
the waitinglistis currentand accurate. The mailing willask for confirmation of continued interest. Any
mailingsto the applicant which require aresponse will state that failure to respond within 30 days will
resultinthe applicant’s name being dropped from the waitinglist. An extension of 30additional daysto
respond will be granted, if requested priorto the expiration of the 30 day time periodand needed asa
reasonable accommodation fora person with a disability.

Ifthe applicantdid notrespondtothe PHA requestforinformation or updates because of afamily
member’s disability and the applicant requests reasonable accommodation due to the disability, the
PHA will reinstatethe applicantinthe family’s former position on the waitinglist.

If a letterisreturned by the Post Office without aforwarding address, the applicant will be removed
without furthernotice, and the envelopeand letter willbe maintained in the file.

If an applicantis removed from the waitinglist forfailure to respond, they will not be entitled to
reinstatement unlessthe Manager determines there were circumstances beyond the person’s control.
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Chapter 5 - SUBSIDY STANDARDS [24 CFR 982.54(d)(9)]

INTRODUCTION

HUD guidelinesrequire that PHA's establish subsidy standards for the determination of family unitsize,
and that such standards provide fora minimum commitment of subsidy while avoiding overcrowding.
The standards used for the unitsize selected by the family must be withinthe minimum unitsize
requirements of HUD's Housing Quality Standards. This Chapter explains the subsidy standards which
will be used to determine the vouchersize (family unit size) for various sized families when they are
selected fromthe waitinglist, aswell asthe PHA's procedures when afamily's size changes, orafamily
selectsaunitsize that is differentfromthe Vouchersize.

A. DETERMINING FAMILY UNIT (VOUCHER) SIZE [24 CFR 982.402]

The PHA does not determine who shares abedroom/sleeping room, but there must be at leastone
person perbedroomonthe Voucher. All standards in this section relate to the number of bedrooms on
the Voucher, notthe family's actual living arrangements.

The PHA's subsidy standards for determining voucher size shall be applied inamanner consistent with
Fair Housing guidelines. The unitsize onthe Voucherremains the same as long as the family
composition remains the same, regardless of the actual unitsize rented.

GUIDELINES FOR DETERMINING VOUCHER SIZE

Voucher Size Minimum Number Maximum Number
Persons in Household Persons in Household

0 Bedroom 1 1

1 Bedroom 1 4

2 Bedrooms 2 6

3 Bedrooms 3 8

4 Bedrooms 4 10

5 Bedrooms 6 12

6 Bedrooms 8 14

* For subsidy standards, an adultisa person 18 years old or older.
* One bedroom will generally be assigned for each two family members. The PHA will consider factors
such as family characteristicsincluding sex, age, or relationship. Consideration will also be given for
medical reasons and the presence of alive-in aide.
1. The subsidy size standard will permit atleast one bedroom orliving/sleeping room for each
two persons.
2. Spouses, ordomestic partners, shall be assigned one bedroom.
3. Children of opposite sex shallbe assigned one bedroom until one of the children reaches age
ten (10).
4. Families may request the subsidy size standard of asmallersize thanisrequired by the above
standards provided there is atleast one bedroom or living/sleeping room for each two persons.
5. Unborn children will not be included in the size of the household, exceptin the case of a
single pregnantwoman.
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6. Fosterchildren will be included in determining unitsize only if they will be inthe unitfor
more than six (6) months.

7. Live-in attendants will generally be provided a separate bedroom.

8. Space will notbe provided fora family member, otherthan a spouse, who will be absent most
of the time, such as a memberwhoisaway inthe military orschool.

Ifa familywhois beingissued anew Voucherora Move Voucher has children of the opposite sexwho
will be attaining the age for separate bedrooms within the initial search time of the Voucher(60days),
the PHA will issue the larger Vouchersize at Briefing.

B. EXCEPTIONS TO SUBSIDY STANDARDS [24 CFR 982.403(A) & (B) 8]

In determining family unitsize for a particular family, the PHA may grant an exceptiontoits established
subsidy standards if the PHA determines that the exception s justified by the relationship, age, sex,
health or disability of family members, or other personal circumstances.

Request for Exceptions to Subsidy Standards

* The family mayrequestalargersized voucherthan indicated by the PHA’s subsidy standards. Such
request must be made in writing within 14 days of the PHA’s determination of bedroom size. The
request must explainthe need orjustification foralarger bedroom. Documentation verifying the need
or justification willbe required as appropriate.

* The PHA will notissue alargervoucherdue to additions of family members otherthan by new birth,
adoption, marriage, or court-awarded custody.

* Requests based on healthrelated reasons must be verified by a PHD.

PHA Error

Ifthe PHA errs inthe bedroom size designation, the family will be issued aVoucher of the appropriate
size at the time of discovery, unless the familyis already underaVoucherLease. If the familyisundera
Voucher Lease, the correction will be made atthe next annual recertification.

Changes for Applicants

The vouchersize is determined priorto the briefing by comparing the family composition to the PHA’s
subsidy standards. If an applicant requires achange in the vouchersize, based on the requirements of
the PHA subsidy standards, the above-referenced guidelines will apply.

Changes for Participants

The members of the family residingin the unit must be approved by the PHA. The family must obtain
approval of any additional family member before the new member occupies the unitexceptfor
additions by birth, adoption, or court-awarded custody, in which case the family mustinform the PHA
within 10 days. The above referenced guidelines will apply. Additionstothe family may be allowed to
reside with the participant butthe vouchersize willnot be increased
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Under-housed Families

Ifa unitdoes not meet HQS space standards due to an increase in family size, (unit too small), the PHA
willissue anew voucherof the appropriate size and assist the family in locating asuitable unit. The PHA
will also notify the family of the circumstances under which an exception will be granted, such as:

* If a family with adisability isunderhousedinanaccessible unit.

* |f a family requires the additional bedroom because of a health problem which has been

verified by the PHA.

* The PHA and family have been unabletolocate a unit within 60 days.

C. UNIT SIZE SELECTED [24 CFR 982.402(C)]

The family may select a differentsize dwelling unitthan listed onthe Voucher. There are three criteria
to consider.

e Subsidy Limitation: The family unitsizeas determined forafamily underthe PHA’s subsidy
standard for a family assisted in the voucher programis based onthe PHA’s adopted payment
standards. The payment standard fora family shall be the lower of:

1. The paymentstandard amountforthe family unitsize (aka Vouchersize); or
2. The payment standard amount forthe unitsize (actual bedroomsize)rented by the family.

o Utility Allowance: The utility allowance used to calculate the gross rentis based on the actual
size of the unitthe family selects, regardless of the size authorized onthe family's Voucher.

e Housing Quality Standards: The standards allow two persons perliving/sleeping room and
permit maximum occupancy levels (assumingalivingroomis used as a living/sleeping area) as
showninthe table above. The levels may be exceeded if aroom in addition to bedrooms and
livingroomis used forsleeping.

Chapter 6 - FACTORS RELATED TO TOTAL TENANT PAYMENT
AND FAMILY SHARE DETERMINATION [24 CFR Part 5, Subparts
E and F; 982.153, 982.551]

INTRODUCTION

The PHA will use the methods as setforthin this Administrative Plan to verify and determine that family
income at admission and at annual reexaminationis correct. The accurate calculation of Annual Income
and Adjusted Income will ensure that families are not paying more or less money forrentthan their
obligationunderthe Regulations.

This Chapter defines the allowable expenses and deductions to be subtracted from Annual Income and
how the presence or absence of household members may affect the Total Tenant Payment (TTP).
Income and TTP are calculatedinaccordance with 24 CFR Part 5, Subparts E and F, and further
instructions setforthin HUD Notices and Memoranda. The formulaforthe calculation of TTP is specific
and notsubjectto interpretation. The PHA's policies in this Chapteraddress those areas which allow the
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PHA discretionto defineterms andto develop standardsin orderto assure consistent application of the
various factors that relate to the determination of TTP.

A. INCOME AND ALLOWANCES [24 CFR 5.609]

Income:Includes all monetary amounts which are received on behalfof the family. For purposes of
calculatingthe Total Tenant Payment, HUD defines whatis to be calculated and what is to be excluded
inthe federal regulations. In accordance with this definition, all incomewhich is not specifically exduded
inthe regulationsis counted.

Annual Income is defined as the gross amount of income anticipated to be received by the family during
the 12 months after certification orrecertification. Grossincome isthe amount of income priorto any
HUD allowable expenses or deductions, and does notinclude income which has been excluded by HUD.
Annualincome is used to determine whether or not applicants are within the applicableincome limits.
Adjusted Incomeis defined as the Annual income minus any HUD allowable expenses and deductions.
HUD has five allowable deductions from Annual Income:

1. Dependent Allowance: $480 each for family members (otherthan the head, cohead, or

spouse) who are minors, and for family members who are 18 and older who are full-time

studentsorwhoare disabled.

2. Elderly/Disabled Allowance: $400 per family for families whose head or spouse is 62 or over

or disabled.

3. Allowable Medical Expenses: Deducted forall family members of an eligible elderly/disabled

family.

4. Reasonable Child Care Expenses: Deducted for the care of children underage 13 when child

care isnecessary toallow an adult memberto work, attend school, or actively seek

employment.

5. Allowable Disability Assistance Expenses: Deducted forattendant care or auxiliary apparatus

for persons with disabilities if needed to enablethe individual oran adult family memberto

work.

B. DISALLOWANCE OF EARNED INCOME FROM RENT DETERMINATIONS FOR
PERSONS WITH DISABILITIES [24 CFR 5.617; 982.201(B)(3)]

The annual income for qualified families may not be increased as a result of increasesin earned income
of a family memberwhois aperson with disabilities beginning on the date on which the increasein
earnedincome beginsand continuing foracumulative 12-month period. Afterthe disabled family
receives 12 cumulative months of the full exclusion, annual incomewillinclude a phase-in of half the
earnedincome excluded fromannual income.

A family qualified forthe earned income exclusionis afamily thatis receiving tenant-based rental
assistance underthe Housing Choice Voucher Program; and
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Whose annual income increases as a result of employment of afamily memberwhoisa
person with disabilities and who was previously unemployed for one or more years prior to
employment;

Whose annual income increases as aresult of increased earnings by afamily memberwhoisa
person with disabilities during participation in any economicself-sufficiency or otherjob training
program; or

Whose annual income increases, as a result of new employment orincreased earnings of a
family memberduring or within six months after receiving assistance, benefits orservices under
any State program for TANF provided that the total amount overa six-month period is at least
$500. The qualifying TANF assistance may consist of any amount of monthly income
maintenance, and/or at least $500 in such TANF benefits and services as one-time payments,
wage subsidies and transportation assistance.

The HUD definition of "previously unemployed" includes a person with disabilities who has earned in the
previous 12 months no more thanthe equivalent earnings forworking 10hours perweek for 50 weeks
at the minimum wage. Minimum wage is the prevailing minimum wage in the State or locality.

The HUD definition of economicself-sufficiency programis: any program designed to encourage, assist,
train or facilitate economicindependence of assisted families orto provide work for such families. Such
programs may include job training, employment counseling, work placement, basicskills training,
education, English proficiency, workfare, financial or household management, apprenticeship, orany
otherprogram necessary to ready a participantto work (such as substance abuse or mental health
treatment).

Qualifyingincreases are any earned income increases of afamily memberwhoisa person with
disabilities during participationin an economicself-sufficiency orjob training program and notincreases
that occur after participation, unless the training provides assistance, training or mentoring after
employment.

The amount that is subjectto the disallowance is the amount of incrementalincreaseinincome of a
family memberwhoisaperson with disabilities. The incremental increaseinincome is calculated by
comparing the amount of the disabled family member’s income before the beginning of qualifying
employmentorincrease in earned income to the amount of such income afterthe beginning of
employmentorincrease inearnedincome.

Initial Twelve-Month Exclusion

Duringthe cumulative 12-month period beginning on the date a memberwhoisa person with
disabilities of a qualified family is first employed or the family first experiences anincrease in annual
income attributable to employment, the PHA will exclude from annual income of a qualified family any
increase inincome of the family memberwhois a person with disabilities as a result of employment
overthe prior income of that family member.
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Second Twelve-Month Exclusion and Phase-in

Duringthe second cumulative 12-month period afterthe expiration of the initial cumulative 12-month
periodreferredto above, the PHA must exclude from annual income of a qualified family 50 percent of
any increase inincome of afamily memberwhois a person with disabilities as a result of employment
overincome of that family member prior to the beginning of such employment.

Maximum Four Year Disallowance

The earned income disallowance is limited to alifetime 48-month period for each family memberwhoiis
a person with disabilities. Foreach family memberwhois a person with disabilities, the disallowance
only applies foramaximum of 12 months of full exclusion of incremental increase, and a maximum of 12
months of phase-in exclusion during the 48-month period starting from the date of the initial exclusion.

If the period of increased income does not last for 12 consecutive months, the disallowance period may
be resumed at any time within the 48-month period, and continued until the disallowance has been
applied fora total of 12 months of each disallowance (the initial 12-month full exclusion and the second
12-month phase-in exclusion).

No earnedincome disallowance will be applied afterthe 48-month period following the initial date the
exclusion was applied.

Applicability to Child Care Expense Deductions

The amount deducted forchild care necessary to permitemployment shall not exceed the amount of
employmentincome thatisincludedin annual income. Therefore, for families entitled to the earned
income disallowance, the amounts of the full and phase in exclusions fromincome shallnot be usedin
determiningthe cap for child care deductions.

Tracking the Earned Income Exclusion

The earnedincome exclusion will be reported on the HUD 50058 form. Documentation willbe included
inthe family’s file to show the reason forthe reduced increase in rent. Such documentation will include:
e Date theincrease inearnedincome wasreported by the family
o Name of the family memberwhose earned income increased
e Reason (new employment, participationin job training program, within 6 months afterreceiving
TANF) forthe increasein earnedincome
e Amountoftheincreaseinearnedincome (amountto be excluded)
e Date theincreaseinincomeisfirstexcluded fromannualincome
o Date(s) earnedincome ended and resumed during the initial cumulative 12- month period of
exclusion (ifany)
e Date the family memberhasreceived atotal of 12 months of the initial exclusion
e Date the 12-month phase-in period began
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e Date(s) earnedincome ended and resumed during the second cumulative 12- month period
(phase-in)of exclusion (if any)

e Date the family memberhasreceived atotal of 12 months of the phase-in exclusion

e Endingdate of the maximum 48-month (fouryear) disallowance period (48 months fromthe
date of the initial earned incomedisallowance)

The PHA will maintain atracking system to ensure correct application of the earned income
disallowance.

Inapplicability to Admission

The earned income disallowance is only applied to determinethe annual income of families who are
participantsinthe Housing Choice Voucher Program, and therefore does not apply for purposes of
admission tothe program (including the determination of incomeeligibilityor any income targeting that
may be applicable).

C. MINIMUM RENT [24 CFR 5.630]

"Minimum rent" is $50.00. Minimum rent refers to the Minimum Total Tenant Paymentand includes the
combined amount afamily pays towards rentand/or utilitieswhenitis applied.

Hardship Requests for an Exception to Minimum Rent

The PHA recognizes thatin some circumstances even the minimum rent may create a financial hardship
for families. The PHA will reviewall relevant circumstances brought to the PHA’s attention regarding
financial hardship asitappliestothe minimumrent. The following section states the PHA’s procedures
and policiesinregard to minimumrentfinancialhardship as setforth by the Quality Housingand Work
Responsibility Act of 1998. HUD has defined circumstances under which a hardship could be claimed. (24
CFR 5.630)

Criteria for Hardship Exception

In orderfor a family to qualify fora hardship exception the family’s circumstances must fall under one of
the following HUD hardship criteria:
1. The family haslost eligibility oris awaiting an eligibility determination for Federal, State, or
local assistance, including afamily withamemberwhoisa noncitizen lawfully admitted for
permanentresidence underthe Immigration and Nationality Act, and who would be entitled to
publicbenefits but for Title IV of the Personal Responsibility and Work Opportunity Act of 1996.
Loss of TANF due to sanctions will not be considered under this provision as a reasonfora
hardship exception.
2. The family would be evicted as a result of the imposition of the minimum rent requirement;
3. The income of the family has decreased because of changed circumstances, including loss of
employment, death in the family, or other circumstances as determined by the PHA or HUD.
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PHA Notification to Families of Right to Hardship Exception

The PHA will notify all families subject to minimum rents of theirright torequestaminimumrent
hardship exception. "Subject to minimumrent" means the minimumrent was the greatestfigureinthe
calculation of the greatest of 30% of monthly adjusted income, 10% of monthlyincome, minimum rent
or welfare rent.

The notice of rentchange includes astatementregarding the family’s right to request a hardship
exception and advises the family to request the form from the caseworker. A copy of this notice is kept
inthe family’sfile.

The PHA notification will advise families that hardship exception determinations are subjectto PHA
review and hearing procedures.

The PHA will reviewall family requests for exception from the minimum rent due to financial hardships.
All requests for minimumrent hardship exceptions are required to be in writing.

The PHA will use its standard verification procedures to verify circumstances which have resulted in
financial hardship.

Requests for minimum rent exception mustinclude astatement of the family hardship that qualify the
family foran exception.

Suspension of Minimum Rent

The PHA will grantthe minimum rent exception to all families who request it, effective the first of the
following month.

The minimumrent will be suspended until the PHA determines whetherthe hardshipis:
e Covered by statute
e Temporaryorlongterm

"Suspension" meansthat the PHA must not use the minimum rent calculation until the PHA has made
this decision.

Duringthe minimum rent suspension period, the family will not be required to pay a minimumrentand
the housing assistance payment will be increased accordingly.

If the PHA determines thatthe minimum rent hardship exceptionis not covered by statute, the PHA will
impose aminimum rentretroactive fromthe time of suspension.
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Temporary Hardship

If the PHA determinesthatthe hardshipis temporary,aminimumrent willnot be imposed fora period
of up to 90 days fromthe date of the family’s request. At the end of the temporary suspension period, a
minimumrent will be imposed retroactively to the time of suspension.

The PHA will offerarepaymentagreementto the family forany such rent not paid during the temporary
hardship period. (See"Ownerand Family Debts to the PHA" chapterfor Repayment agreement policy).

Long-Term Duration Hardships
Ifthe PHA determines that there is a qualifying long-term financial hardship, the PHA must exempt the

family fromthe minimum rentrequirements foras longas the hardship continues. The exemption from
minimum rentshall apply fromthe first day of the month following the family's request for exemption.

Retroactive Determination

The PHA will reimbursethe familyforany minimum rent charges which took effect after October 21,
1998 that qualified for one of the mandatory exceptions. If the familyisowed aretroactive payment,
the PHA will provide reimbursementin the form of a cash refund to the family. The PHA’s definition of a
cash refundisa check made outto the family.

D. DEFINITION OF TEMPORARILY / PERMANENTLY ABSENT [24 CFR
982.54(D)(10), 982.551]

The PHA must compute all applicable income of every family memberwhois on the lease, including
those who are temporarily absent. In addition, the PHA must count the income of the spouse or the
head of the householdif that personis temporarily absent, evenif that personisnoton the lease.

"Temporarily absent" is defined as away from the unitfor more than 30 days. Income of persons
permanently absent willnot be counted. If the spouse is temporarily absentand in the military, all
military pay and allowances (except hazardous duty pay when exposed to hostile fire and any other
exceptions to military pay HUD may define)is counted asincome.

Itisthe responsibility of the head of household to report changesin family composition. The PHA will
evaluate absences fromthe unit usingthis policy.

Absence of Any Member

Any member of the household will be considered permanently absentif s/he is away from the unit for
60 days ina 12 month period, exceptas otherwise provided in this Chapter.
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Absence due to Medical Reasons

If any family member leaves the household to enterafacility such as hospital, nursinghome, or
rehabilitation center, the PHA will seekadvice from areliable qualified source as to the likelihood and
timing of theirreturn. If the verification indicates that the family member will be permanently confined
to a nursinghome, the family member will be considered permanently absent. If the verification
indicatesthatthe family memberwill returninlessthan 90 calendar days, the family memberwill not
be considered permanently absent.

If the personwhoisdeterminedto be permanently absentis the sole member of the household,
assistance will be terminated in accordance with the PHA's "Absence of Entire Family" policy.

Absence Due to Full-time Student Status

Full time students who attend school away from the home will be treated in the following manner:

A student (otherthan head of household or spouse) who attends school away from home but lives with
the family during school recesses may, at the family's choice, be considered either temporarily or
permanently absent. If the family decides that the memberis permanently absent, income of that
memberwill notbeincludedintotal householdincome, the memberwill not be included on the lease,
and the memberwill notbe included for determination of Vouchersize.

Absence due to Incarceration

If the sole memberisincarcerated for more than 30 days, s/he will be considered permanently absent.
Any member of the household, otherthanthe sole member, will be considered permanently absent if
s/heisincarceratedfor60 days in a twelve month period.

The PHA will determine if the reason forincarcerationis for drug-related orviolent criminal activity. If it
isdeterminedto be fordrug-related orviolent criminal activity, the family may be terminated from
assistance.

Absence of Children due to Placement in Foster Care

If the family includes a child or children temporarily absentfrom the home due to placementin foster
care, the PHA will determine from the appropriate agency when the child/children willlikely be retumed
to the home.

If the time periodisto be greaterthan six (6) months from the date of removal of the child/ren, the

Vouchersize will be reduced. If all children are removed from the home permanently, the vouchersize
will be reducedin accordance with the PHA's subsidy standards.
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Absence of Entire Family

These policy guidelines address situations when the family is absent from the unit, but has not moved
out of the unit. In cases where the family has moved out of the unit, the PHA will terminate assistancein
accordance with appropriate termination procedures contained in this Plan.

Families are required both to notify the PHA before they move out of a unitand to give the PHA
information aboutany family absence from the unit. Families must notify the PHA if they are goingto be
absentfromthe unitfor more than 14 consecutive days. If the absence of the unit will be ongoingand
consistently

Ifthe entire familyis absentfrom the assisted unitno more than 30 consecutive days, the unit will be
consideredto be vacated and the assistance will be terminated.

Any member of the household would be considered permanently absentif he orshe is away from the
unit60 days ina 12 month period, except where otherwise provided for medical reason noted in this
chapter.

If the personwhoisdeterminedto be permanently absentis the sole member of the household,
assistance will be terminated in accordance with the PHA policies.

Ifitis determined thatthe familyis absentfromthe unit for more than 30 days without approval of the
ownerandthe PHA, the PHA will not continue assistance payments and the family willlose their
Voucher.

HUD regulations require the PHA to terminate assistance if the entire family is absentfromthe unitfora
period of more than 180 consecutive calendar days.

"Absence" meansthat nofamily memberisresidingin the unit.

A person with a disability may request an extension of time as an accommodation, provided thatthe
extension does not go beyond the HUD-allowed 180 consecutive calendar days limit.

If the absence which resulted in termination of assistance was due to a person's disability, and the PHA
can verify thatthe person was unable to notify the PHA in accordance with the family's responsibilities,
and if fundingis available, the PHA may reinstate the family as an accommodation if requested by the
family, aslongas the period was within 180 days.

Caretaker for Children

If neither parentremainsinthe household, and the appropriate agency has determined that another
adultisto be broughtintothe assisted unitto care for the childrenforan indefinite period, the PHA will
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treat thatadult as a visitorforthe first 30 days. If by the end of that period, court-awarded custody or
legal guardianship has been awarded to the caretaker, the Voucherwill be transferred to the caretaker.
If the appropriate agency cannot confirm the guardianship status of the caretaker, the PHA will review
the status at weekly intervals.

If custody or legal guardianship has not been awarded by the court, but the action isin process, the PHA
will secure verification from social services staff or the attorney as to the status. The PHA will transfer
the voucherto the caretaker, inthe absence of a court order, if the caretaker has beeninthe unitfor
more than 60 days and it is reasonable to expect that custody will be granted. When the PHA approvesa
personto reside inthe unit as caretakerfor the child/ren, the income should be counted pending afinal
disposition. The PHA will work with the appropriate service agencies and the landlord to provide a
smooth transitionin these cases. If amemberof the householdis subjectto a court orderthat restricts
him/herfromthe home for more than three months, the person will be considered permanently absent.

Visitors

Anyadultnotincluded onthe HUD 50058 who has beeninthe unitmore than 14 consecutive days
without PHA approval, ora total of 14 daysina 12-month period, will be considered to be livingin the
unitas an unauthorized household member.

Absence of evidence of any otheraddress will be considered verification that the visitoris amember of
the household. Statements from neighbors and/orthe landlord will be considered in makingthe
determination.

Use of the unitaddress as the visitor's current residence for any purpose, including receipt of mail, that
isnot explicitly temporary shall be construed as permanentresidence. The burden of proof that the
individualis avisitorrests on the family. Inthe absence of such proof, the individual will be considered
an unauthorized member of the household and the PHA will terminate assistance since priorapproval
was notrequested forthe addition to the household.

Minors and college students who were part of the family but who now live away from home during the
school yearand are no longeronthe lease may visit forup to 30 days per yearwithout being considered
amemberofthe household.

In a joint custody arrangement, if the minorisin the householdless than 180 days per year, the minor
will be considered to be an eligible visitor and not a family member.

Reporting Additions to Owner and PHA

Reporting changesinhousehold compositionto the PHAis botha HUD and a PHA requirement.

The family obligations requirethe family torequest PHA approval to add any otherfamily memberas an
occupant of the unitand to inform the PHA of the birth, adoption or court-awarded custody of a child.
The family must request prior approval of additional household members in writing. If any new family
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memberisadded, the income of the additional member will be included in the familyincome as
applicable under HUD regulations.

If the family does not obtain prior written approval from the PHA and the owner, any person the family
has permitted to move in will be considered an unauthorized household member. This will be grounds
for termination of the family’s assistance.

An interim reexamination willbe conducted forany additions to the household. In addition, the lease
may require the family to obtain prior written approval from the ownerwhen there are changesin
family composition otherthan birth, adoption or court awarded custody.

Reporting Absencesto the PHA
Reporting changesinhousehold compositionis both aHUD and a PHA requirement. If a family member

leaves the household, the family must report this change tothe PHA, in writing, within 10days of the
change and certify as to whetherthe memberistemporarily absent or permanently absent. The PHA
will conduct aninterim evaluation for changes which affect the Total Tenant Paymentin accordance
with the interim policy.

E. AVERAGING INCOME

If, at the time of admission or at any subsequent re-examination, itis not feasible to anticipate alevel of
income overthe next 12 month period, the income anticipated forashorter period may be annualized.
(Example:familyis receiving unemploymentand even though the unemployment claim will notgo fora
full 12 month period, the weekly benefit will be anticipated forthe full 52weeksina 12 month period.
The family will then need torequestan Interim recertification when their unemployment stops.)

Those families, who work at seasonal employment and may or may not collect unemployment for part
of the year, will have theiranticipated annual incomebased upon the prioryear’sincome accordingto
theirfederal income tax records and/or the associated W-2’s, 1099 forms, etc. Interim re-certifications
will notbe made based upon the layoff of seasonal workers as the family’s annual income has already
takenthose layoff periodsinto account.

If the family does not do seasonal work and has no income, they willbe required to complete monthly
income reports until they have astable income source. If there are bonuses orovertime which the
employercannotanticipate forthe nexttwelve months, bonuses and overtimereceived the previous
yearwill be used.

F. MINIMUM INCOME

There is no minimum income requirement. Families who report zeroincome are required to completea
written certification every month until they have reported a stable source of income.
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Families thatreportzeroincome will be required to provideinformation regarding their means of basic
subsistence, such asfood, utilities, transportation, etc.

G. INCOME OF PERSON PERMANENTLY CONFINED TO NURSING HOME [24 CFR
982.54(D)(10)]

If a family memberis permanently confined to a hospital or nursinghome and there isa family member
leftinthe household, the PHA willallow the family to choose to:
1. Eitherremove the memberthatis confined to a hospital or nursinghome from the family
compositionand remove that member’sincome and any medical deductions that were
associated with that member; or
2. Include the memberinthe family and include the income of the person permanently confined
to the nursinghome and give the family the medical deductions allowable on behalf of the
personinthe nursinghome.

H. REGULAR CONTRIBUTIONS AND GIFTS [24 CFR 5.609]

Regular contributions and gifts received from persons outside the household are counted asincome for
calculation of the Total Tenant Payment. Any contribution orgift received every three months or more
frequently willbe considered a "regular" contribution or gift, unless the amountis less than $100 per
year. This includesrentand utility payments made on behalf of the family and other cash or non-cash
contributions provided on aregular basis. It does not include casual contributions or sporadicgifts. (See
"Verification Procedures" chapterfor further definition.)

If the family's expenses exceed its known income, the PHA willinquire of the family regarding
contributions and gifts.

I. ALIMONY AND CHILD SUPPORT [24 CFR 5.609]

Regularalimony and child support payments are counted asincome for calculation of Total Tenant
Payment. Itisthe family's responsibility to supply a certified copy of the divorce decree orany court
actionregarding child support. If the amount of child supportoralimony receivedislessthanthe
amountawarded by the court, the PHA will use the amountawarded by the court unless the family can
verify thatthey are not receiving the full amount. The PHA will accept verification that the family is
receivinganamountlessthanthe awardif:
1. The PHA receives verification from the agency responsible for enforcement or collection that
covers the past twelve months to documentthe amount received by the family; or
2. The family furnishes documentation of child support oralimony collection action filed through
a child supportenforcement/collection agency, or has filed an enforcement or collection action
through an attorney. The PHA will also have to receive documentation of the amountactually
received overthe past twelve months ora minimum of three months which would then be
annualized to determine the 12 month anticipated income.
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J. LUMP-SUM RECEIPTS [24 CFR 5.609]

Lump-sum additions to Family assets, such as inheritances, insurance payments (including payments
under health and accidentinsurance and worker's compensation), capital gains, and settlement for
personal or property losses, are notincludedinincome but may be included in assets. Lump-sum
payments caused by delaysin processing periodic payments such as unemployment or welfare
assistance are counted as income.

Lump sum payments from Social Security or SSl are excluded from income, butany amountremaining
will be considered an asset. Deferred periodic payments which have accumulated due to adispute will
be treated the same as periodicpayments which are deferred due to delaysin processing.

In orderto determine amount of retroactive tenantrent that the family owes as a result of the lump

sumreceipt:
The PHA will calculate retroactively.

Retroactive Calculation Methodology

The PHA will go back to the date the lump-sum payment was received and would have beenincludedin
the family’sincome for an Interim recertification. The family must pay this "retroactive" amount to the
PHA inalumpsum or enterinto an acceptable Repayment Agreement if the familyis unabletopayina
lump sum. The standard requirements forthe Repayment Agreement are that the family must make a
minimum down payment, as determined by the PHA, and then monthly payments that would provide
for a full repayment of amounts owed within atwelve month period.

Attorney Fees

The family's attorney fees may be deducted from lump-sum payments when computing annual income
if the attorney's efforts have recovered alump-sum compensation, and the recovery paid to the family
doesnotinclude anadditional amountin full satisfaction of the attorney fees.

K. CONTRIBUTIONS TO RETIREMENT FUNDS - ASSETS [24 CFR 5.603(D)]

Contributions to company retirement/pension funds are handled as follows:
e Whileanindividualisemployed, countas assets only amounts the family can withdraw without
retiring orterminatingemployment.

o Afterretirementortermination of employment, countany amountthe employee electsto
receiveasalumpsum.

L. ASSETS DISPOSED OF FOR LESS THAN FAIR MARKET VALUE [24 CFR
5.603(D)(3)]

The PHA must count assets disposed of for less than fairmarket value during the two years preceding
certification or reexamination. The PHA will count the difference between the marketvalue and the
actual paymentreceivedin calculating total assets.
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Assets disposed of asa result of foreclosure or bankruptcy are not considered to be assets disposed of
for lessthan fairmarketvalue. Assets disposed of as a result of a divorce or separation are not
consideredto be assets disposed of forless than fair market value.

The PHA's minimum threshold for counting assets disposed of for less than Fair Market value is $500.00.
If the total value of assets disposed of within a one-year periodis less than $500.00, they will not be
considered an asset.

M. CHILD CARE EXPENSES [24 CFR 5.603]

Reasonable child care expenses as determined by the PHA, for children under 13 may be deducted from
annualincome if they enable an adultto work or attend school full time, orto actively seek
employment. Inthe case of a child attending private school, only after-hours care can be counted as
child care expenses. The determination of deductions for child care expensesis based on the following
guidelines:

e Child care to work: The maximum child care expense allowed must be less thanthe amount
earned by the person enabled to workwhichisincludedinthe family'sannualincome. The
"person enabledtowork" will be the adult member of the household who earns the least
amount of income from working. The daycare allowance would notinclude the cost of daycare
whenthe person enabled toworkis notworking (unless the daycare is paid regardless of the
hoursthe childis attending).

e Child care for school: The numberof hours claimed forchild care may not exceed the number of
hours the family memberis attending school, including reasonable travel timetoand from
school.

N. MEDICAL EXPENSES [24 CFR 5.609(A)(2), 5.603]

Anticipating medical expenses for the following twelve month period will be based upon the past twelve
months experience forthose eligiblefamilies, unless they can provide clear documentation of an
expense the family will have duringthe nexttwelve months thatis of a different type than previously
experienced. If such an anticipated expense wasincluded in the last recertification, it will not again be
usedina subsequentrecertification. Such expenses will only be used for one annual recertification and
will notbe duplicated, regardless of whether the family stillowes money on the medical item.

Whenitisunclearinthe HUD rules as to whetherornot to allow anitem as a medical expense, IRS
Publication 502 will be used as a guide. Travel expenses for medical reasons will be allowed in the
manner containedin IRS Publication 502.

Nonprescription medicines must be doctor-prescribed in orderto be considered a medical expense.

Nonprescription medicines will be counted toward medical expenses for families who qualify if the
family furnishes legible receipts.

53



0. PRORATION OF ASSISTANCE FOR "MIXED" FAMILIES [24 CFR 5.520]

Applicability

Proration of assistance must be offered to any "mixed" applicant or participant family. A "mixed" family
isone that includes at least one U.S. citizen or eligible immigrant and any number of ineligible members.

Prorated Assistance Calculation

Prorated assistance is calculated by determining the amount of assistance payable if all family members
were eligible and multiplying by the percent of the family members who actually are eligible.
Calculations foreach housing program are performed on the HUD 50058 form.

P. INCOME CHANGES RESULTING FROM WELFARE PROGRAM

REQUIREMENTS

The PHA will not reduce the rental contribution for families whose welfare assistance is reduced
specifically because of:

e fraud by afamily memberinconnection with the welfare program; or

e failure to participate inan economicself-sufficiency program; or

e non-compliance withawork activities requirement.

However, the PHA will reduce the rental contribution if the welfareassistance reductionis aresult of:

o Theexpiration of alifetimetime limiton receiving benefits; or

e Asituation where afamily member has not complied with other welfare agency requirements;
or

e Asituation where afamily member has complied with welfare agency economicself-sufficiency
or work activities requirements but cannot or has not obtained employment, such as the family
memberhas complied with welfare program requirements, but the durational time limit, such
as a cap onthe length of time afamily can receive benefits, causes the family to lose their
welfare benefits.

Imputed welfareincome is the amount of annual income not actually received by afamily as a result of
a specified welfare benefit reduction thatisincludedinthe family’'sincomeforrental contribution.
Imputed welfareincome is notincludedinannual income if the family was not an assisted resident at
the time of sanction. The amount of imputed welfareincome is offset by the amount of additional
income a family receives that begins afterthe sanction wasimposed. When additional income is at least
equal tothe imputed welfare income, the imputed welfare income is reduced to zero.
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Verification Before Denying a Request to Reduce Rent

The PHA will obtain verification from the welfare agency stating that the family's benefits have been
reduced forfraud or noncompliance with economicself-sufficiency or work activities requirements

before denyingthe family'srequestforrentreduction.

The welfare agency, atthe request of the PHA, will inform the PHA of:
e amountand term of specified welfare benefit reduction forthe family;
e reasonforthereduction;and
e subsequentchangesintermoramountofreduction.

Cooperation Agreements

The PHA has a written cooperation agreementin place with the local welfare agency which assists the
PHA in obtaining the necessary information regarding welfare sanctions. The PHA has taken a proactive
approach to creating an effective working relationship between the PHA and the local welfare agency
for the purpose of targeting economicself-sufficiency programs throughout the community that are
available to Section 8and publichousing residents.

Q. UTILITY ALLOWANCE AND UTILITY REIMBURSEMENT PAYMENTS [24 CFR
982.153, 982.517]

The same Utility Allowance Scheduleis used forall tenant-based programs. The utility allowance is
intended to coverthe cost of utilities notincludedinthe rent. The allowance is based on the typical cost
of utilities and services paid by energy conservative households that occupy housing of similarsize and
typeinthe same locality. Allowances are not based on an individual family's actual energy consumption.
The PHA’s utility allowance schedule, and the utility allowance foran individual family, mustincludethe
utilities and services thatare necessaryin the locality to provide housing that complies with the housing
quality standards.

The PHA may not provide any allowance for non-essential utility costs, such as costs of cable or satellite
television. The PHA mustclassify utilities in the utility allowance schedule accordingto the following
general categories: space heating, cooking, water heating, water, sewer, trash collection; other electric,
refrigerator (cost of tenant-supplied refrigerator), range (cost of tenant-supplied range); and other
specified services.

An allowance fortenant-paid air conditioning will be provided in those cases where the majority of
housing unitsin the market have central air conditioning orare wired for tenantinstalled air
conditioners [24 CFR982.517]. City of Westminster, Maryland does not qualify foran allowance forair
conditioners based upon this provision and only would be provided due to a reasonable accommodation
for a person with a disability.
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The PHA will reviewthe utility allowance scheduleannually. If the review finds a utility rate has changed
by 10 percentor more since the last revision of the utility allowance schedule, the schedule will be
revisedto reflect the new rate. Revised utility allowances will be appliedin a participant family'srent
calculation attheirnext reexamination.

The approved utility allowance schedule will be provided to families upon request when the proposed

area and unittypeisknownthatthe familyisseeking. The utility allowance is based on the actual unit
size selected.

Where families provide theirown range and refrigerator, the PHA will establish an allowance adequate
for the family to purchase or renta range or refrigerator, evenif the family already owns either
appliance. Allowances forranges and refrigerators willbe based on the lesser of the cost of leasing or
purchasingthe appropriate appliance overthe standard life duration for the appliance. The standard life
of arange usedis 15 years. The standard life of a refrigeratorusedis 15 years.

Where the calculation on the HUD 50058 resultsin a utility reimbursement payment due the family [24
CFR 982.514(b)], the PHA may pay the balance of the housing assistance payment to the family or
directly tothe utility supplierto pay the utility bill on behalfof the family. If the PHA elects to pay the
utility supplierdirectly, the PHA must notify the family of the amount paid to the utility supplier.
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Chapter 7 - VERIFICATION PROCEDURES [24 CFR Part 5,
Subparts B, D, E and F; 24 CFR 982.158; 24 CFR 5.617]

INTRODUCTION

HUD regulations require that the factors of eligibility and Total Tenant Payment/Family Share be verified
by the PHA. PHA staff will obtain written verification from independent sources whenever possible and
will document tenantfiles wheneverthird party verifications are not possible as to why third party
verification wasimpossible to obtain.

Applicants and program participants must provide true and complete information to the PHA whenever
informationisrequested. The PHA's verification requirements are designed to maintain program
integrity. This chapter explains the PHA's procedures and standards for verification of preferences,
income, assets, allowable deductions, family status, and changes in family composition. The PHA will
obtain properauthorization fromthe family before requesting information from independent sources.

A. METHODS OF VERIFICATION AND TIME ALLOWED [24 CFR 982.516]

The PHA will verify information through the five methods of verification acceptable to HUD in the
following order:

1. HUD-Sponsored Enterprise Income Verification (EIV) System

2. Third-Party Written

2. Third-Party Oral

3. Review of Documents

4. Certification/Self-Declaration

The PHA will allow two weeks (14 days) for return of third-party verifications and one week (7 days) to
obtain othertypes of verifications before goingto the next method. The PHA will document the fileas to
why third party written verification was not used using the appropriate RIM(Rental Income Monitoring)

slip(s).

EXCEPTION: In cases where financial institutions cannot or will not provide third party verificationsin
a timely fashion, that is within one week (7 days) of request, the PHA may accept other forms of
verifications.

The PHA will make atleasttwo (2) attempts to obtain third-party written verification before dropping to
alowerversion of verification. Forexample, the employee will send the first third-party verification
request, waitseven (7) days and then will send afollow up requestand wait seven (7) more days. After
the expiration of the 14 days, the PHA will then take steps to obtainthe applicable lowerlevels of
verifications available.
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EXCEPTION: In cases where financial institutions cannot/will not provide third party verificationsin a
timely fashion, that is within one week (7 days) of request, the PHA may accept other forms of
verifications.

For applicants, verifications may not be more than 60 days old at the time of Voucherissuance. For
participants, verifications will be valid for 90 days from date of receipt.

Third-Party Written Verification

Third-party verificationis used to verify information directly with the source. Third-party written
verification forms will be sentand returned viafirst class mail. The family willbe required to sign an
authorizationforthe information source to releasethe specified information.

Verifications received electronically directly from the source will be considered third party written
verifications. Verifications faxed by the PHA direct to the third party and faxed by the third party directly
back to the PHA will also be considered third party written verifications, provided that the family had no
access to the verification document.

The PHA will accept verificationsin the form of computerized printouts, delivered by the family, from
the following agencies:

1. Social Security Administration

2. Unemployment Compensation Board

3. County Courts

Third-Party Oral Verification

Oral third-party verification will be used when written third-party verification is delayed or not possible.
When third-party oral verification is used, staff will be required to completeaTransaction logentry,
noting with whom they spoke, the date of the conversation, and the facts provided. If oral third-party
verificationis notavailable, the PHA will compare the information to any documents provided by the
Family. If provided by telephone, the PHA must originate the call.

Review of Documents

In the eventthat third-party written or oral verificationis unavailable, or the information has not been
verified by the third party within two weeks (14 days), the PHA will annotate the file accordingly and
utilize documents provided by the family as the primary source if the documents provide complete
information.

All such documents, excluding government checks, will be photocopied and retained in the
applicant/participantfile. In cases where documents are viewed which cannot be photocopied, staff
viewingthe document(s)willcomplete a Transaction log entry of document viewed or person
contacted.
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The PHA will acceptthe following documents from the family provided that the documentis such that
tamperingwould be easily noted:

1. Printed wage stubs

2. Computer print-outs from the employer

3. Signed letters (provided that the informationis confirmed by phone)

4. Other documents noted in this Chapteras acceptable verification

The PHA will acceptfaxed documents aslongas there does notappearto be any alterationstothe
verification(s).

If third-party verification is received after documents have been accepted as provisional verification, and
thereisa discrepancy, the PHA will utilize the third party verification. The PHA will not delay the
processing of an application beyond 14 days because athird party information provider does not return
the verificationinatimely manner.

Self-Certification/Self-Declaration

When verification cannot be made by third-party verification orreview of documents, families will be
required to submit aself-certification. Self-certification means a notarized statement or affidavit to
certifyincome orexpenses that he/she has reported.

B. RELEASE OF INFORMATION [24 CFR 5.230]

Adultfamily members will be required to sign the HUD 9886 Release of Information/Privacy Act form.
In addition, family members will be required to sign the BASICAUTHORIZATION FOR RELEASE OF
INFORMATION as well as any specificauthorization forms when information is needed thatis not
covered by the HUD 9886 Authorization for Release of Information/Privacy Act Notice.

Copiesof the two standard release forms are included in both the program applications packets as well
as the standard Recertification Packet.

Family refusal to cooperate with the HUD prescribed verification system will resultin denial of admission
or termination of assistance becauseitis a family obligation to supply any information and to sign
consentformsrequested by the PHA or HUD.

C. COMPUTER MATCHING

For some time, HUD has conducted a computer matchinginitiativetoindependently verify resident
income. HUD can access income information and compare itto information submitted by PHAs on the
50058 form. HUD can disclose Social Security information to PHAs, butis precluded by law from
disclosing Federal tax return datato PHAs. If HUD receivesinformation from Federal tax return data
indicatingadiscrepancyinthe income reported by the family, HUD will notify the family of the
discrepancy. The familyis required to disclose this information to the PHA (24 CFR 5.240). HUD's letter
to the family will also notify the family that HUD has notified the PHA in writing that the family has been
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advised to contact the PHA. HUD will send the PHA a list of families who have received "income
discrepancy" letters.

D. ITEMS TO BE VERIFIED [24 CFR 982.516]

1. Allincome notspecifically excluded by the regulations.

Full-time student status including High School students who are 18 or over.

3. Currentassetsincludingassets disposed of forless than fairmarketvalue in preceding two
years.

4. Childcare expense where itallows an adultfamily memberto be employed, orto actively seek
employmentorto furtherhis/hereducation.

5. Total medical expenses of all family membersin households whose head orspouse is elderly or
disabled.

6. Disability assistance expensestoinclude only those costs associated with attendant care or
auxiliary apparatus fora disabled member of the family, which allow an adult family member to
be employed.

7. Disability status for determination of allowances or deductions.

8. U.S. citizenship/eligible immigrant status

9. Social security numbersforall family members 6years of age or olderwho have beenissued a
social security number.

10. "Preference" status as stated in Chapter4.

11. Familial status when needed for head, co-head or spouse definition.

Verification of Reduction in Benefits for Noncompliance: The PHA will obtain third-party verification
fromthe welfare agency stating that the family's benefits have been reduced for fraud or
noncompliance priorto denying the family's request forrentreduction.

E. VERIFICATION OF INCOME [24 CFR 982.516]

This section defines the methods the PHA will use to verifyvarious types of income.

Employment Income

The PHA’s Employment Verification Form request the employerto specify the:
Date Hired
Status of Employment, i.e. full-time, part-time, etc.
Number of Work Weeks/Year
Job Title and Amount/Frequency of pay
Average Hours perweek worked
Estimated income from overtime, tips, bonus pay expected during next 12 months

Acceptable methods of verificationinclude, in this order:
1. Access made available through the HUD-sponsored EIV On-Line System (when available).
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2. Written employment verification form completed by and mailed/faxed back from the
employer.

3. Verbal employment verification received directly from the employer.

4. Check stubs or earning statements, which indicate the employee's gross pay, frequency of pay
or year to date earnings.

4. W-2 forms plusincome tax return forms.

5. Notarized self-certifications orincome tax returns signed by the family may be used for
verifying self-employmentincome, orincome from tips and other gratuities.

6. If, at any time, itis not feasibleto anticipate alevel of income overa 12-month period, the
income anticipated forashorter period may be annualized. Those families, who work at
seasonal employmentand may or may not collect unemployment compensation for part of the
year, will have theiranticipated annual income based upon the prioryear’sincome according to
theirfederal income tax records and/orassociated W-2s, Form 1099s, etc. In these cases, these
applicable tax records shall be considered appropriate verifications.

Applicants and program participants may be requested to sign an authorization for release of
information fromthe Internal Revenue Service for further verification of income. In cases where there
are questions about the validity of information provided by the family, the PHA will require the most
recent federal income tax statements. Where doubtregardingincome exists, areferral to IRS for
confirmation willbe made on a case-by-case basis.

Social Security, Pension, Supplementary Security Income (SSI), Disability Income

Acceptable methods of verification include, in this order:
1. Access made available through the HUD-sponsored EIV On-Line System and use of TASS
Statements (when available).
2. Written pension benefit verification form completed by and mailed/faxed back fromthe
employer.
3. PHA may call SSA or pension provider, with the family on the line, to obtain current benefit
information.
4. SSA/pension award or benefit notification letter(s) prepared and signed by the providing
agency.
5. PHA may accept notarized statement or affidavit, from the family, that declares monthly
Social Security or pension benefits.

Unemployment Compensation

Acceptable methods of verification include, in this order:
1. Access made available through the HUD-sponsored EIV On-Line System orvia other written
agreements through the local unemployment collection agency.
2. Written verification completed by and received directly from the unemployment
compensationagency. 3. PHA may review an original benefit notice orunemployment check
stub(s) from the unemployment collection agency.
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4. PHA may accept notarized statement or affidavit, from the family, that declares weekly
unemployment benefits.

5. 1f, at any time, itis not feasibleto anticipate alevel of income overa 12-month period, the
income anticipated forashorter period may be annualized. Those families, who work at
seasonal employment and may or may not collect unemployment compensation for part of the
year, will have theiranticipated annual income based upon the prioryear’sincome according to
theirfederal income tax records and/orassociated W-2s, Form 1099s, etc. In these cases, these
applicable tax records shall be considered appropriate verifications.

Welfare Payments or General Assistance

Acceptable methods of verification include, in this order:
1. Access made available through the DHS On-Line Access System for TANF and other welfare-
related benefits.
2. Written benefit verification completed by and received directly from the local social service
agency.
3. PHA may call the local social service agency to obtain current benefitinformation.
4. PHA may review an original award notice or print-outfrom the local social service agency
provided by the family.
5. PHA may accept notarized statement or affidavit, from the family, that declares monthly
welfare benefits.

Alimony or Child Support Payments

Acceptable methods of verification include, in this order:
1. Access made available through the State of Maryland Department of Justice Support Services
Division On-Line Access System for Child Support.
2. Written benefit verification, completed by and received directly from eitherthe Support
Servicesorthe Child Support/Alimony payer, specifying current monthly Child Supportor
Alimony benefits.
3. PHA may call Support Services orthe Child Support/Alimony payerto obtain current benefit
information.
4. PHA may review a copy of a separation agreement ora divorce/court decree statingamount
and type of supportand paymentschedules. A print-out from Support Services will also suffice.
5 A notarized letter from the person paying the support.

If paymentsare irregular, the PHA will use the availableverification and calculate an annualized benefit
amountthat will then be used to determine Annual Income.

Net Income from a Business

Acceptable methods of verification include, in this order:
1. Written verification completed by and received directly from sources identified by the family
to obtainincome information.
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2. PHA may call the source to obtain current income information.
3. PHA may review and accept RS and financial documents from prioryears and use this
information to anticipate the family’sincome forthe next 12 months. Acceptable methods of
IRS verificationinclude IRS Form 1040, including:

e Schedule C(Small Business)

e Schedule E(Rental Property Income)

e Schedule F(FarmIncome)
4. Audited orunaudited financial statement(s) of the business.
5. Documents such as manifests, appointment books, cash books, bank statements, and receipts
will be used asa guide forthe priorsix months (orlesser periodif notin business forsix months)
to projectincome forthe next 12 months. The family will be advised to maintain these
documentsinthe future if they are not available.
6. Family's self-certification as to netincome realized from the business during previous years.

Child Care Business

If an applicant/participantis operatingalicensed day care business, income will be verified as with any
otherbusiness. Inthe eventthe familyis providing day care services, and being paid through DHS, the
family shall provide as many copies of payment sheets forall customers as possibleforthe last 12
months. Inthe eventacustomeris payinga co-pay, the PHA shall obtain written income verification
directly fromthe customerwhen possible. If necessary, verbal verification of co-pay will suffice.

If the applicant/participantis operatinga"cash and carry" operation (which may or may not be
licensed), the PHA will require written verification from each customer which indicates: name of
person(s) whose child (children) is/arebeing cared for, phone number, number of hours childis being
cared for, method of payment (check/cash), amount paid, and signature of person.

Where doubtregardingincome exists, areferral to IRS for confirmation will be made on a case-by-case
basis.

Ifincome from child care servicesis terminated, athird-party verification will be sentto the parent
whose child was cared for.

Recurring Gifts

Acceptable methods of verificationinclude, in this order:
1. Notarized statement, from income provider, stating the regularity (dates) and the amount of
the financial gift.
2. Notarized statement, from the family, stating the regularity (dates) and the amount of the
financial gift.

Athletic Scholarship Financial Aid (aid specifically meant for housing)

Acceptable methods of verification include, in this order:
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1. Written verification, from the registrar's office or other school official, detailing scholarship
monies specifically meant for housing.

Zero ($0) Income Status

Families claimingto have noincome will be required to submit Notarized monthly certifications until
such time asthey obtain a regularsource of income. Increases in household income, for families
claiming SO Income Status, shall be required to reportany increase inincome within 7 days of the
increase. Failure to comply may resultin termination.

Full-time Student Status

Only the first $480 of the earnedincome of full time students, otherthan head, co-head, orspouse, will
be counted towards familyincome.

Financial aid, scholarships and grants are not counted towards family income (Exception: college athletic
scholarship monies specifically meant for housing).

Verification of full time student status includes:
1. Written verification from the registrar's office or otherschool official.
2. School records indicating enrollment for sufficient number of credits to be considered afull-
time student by the educational institution.

F. INCOME FROM ASSETS [24 CFR 982.516]

Savings Account Interest Income and Dividends

If the PHA has documentation from the financialinstitution that the financial institution will charge the
account holderforany verification provided directly by the financial institution, the PHA will not attempt
the third party verification due to the charge to the account holder. The PHA will directly drop down to
the otherlevels of verification primarily going to documents provided by the family.
Acceptable methods of verification include, in this order:
1. PHA verification forms completed by the financial institution.
2. PHA may call the financial institution to obtain the assetand income verifications.
3. Documents providedincluding broker's statements showing value of stocks or bonds and the
earnings credited the family. Earnings can be obtained from current newspaper quotations or
oral broker's verification. This will also include the actual review of passbook and/or checking
account statements, CDs, etc. aslongas it does not appear thatalterations have been made and
balances are within the specified verification timeframes.
4. The PHA may accept a notarized statement or affidavit to declare the balances of assets and

income.

Interest Income from Mortgages or Similar Arrangements

Acceptable methods of verification include, in this order:
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1. A letterfrom an accountant, attorney, real estate broker, the buyer, ora financial institution
statinginterest due for next 12 months. (A copy of the check paid by the buyertothe familyis
not sufficient unless abreakdown of interest and principal is shown.)

2. Amortization schedule showinginterest forthe 12 months following the effective date of the
certification orrecertification.

Net Rental Income from Property Owned by Family

Acceptable methods of verification include, in this order:
1. IRS Form 1040 with Schedule E(Rental Income).
2. Copies of latest rentreceipts, leases, or other documentation of rentamounts.
3. Documentation of allowable operating expenses of the property: tax statements, insurance
invoices, bills forreasonable maintenance and utilities, and bank statements or amortization
schedules showing monthly interest expense.
4. Lessee's written statement verifying rent payments to the family and family's selfcertification
as to netincome realized.

G. VERIFICATION OF ASSETS

Family Assets

The PHA will require the information necessary to determinethe current cash value of the family's
assets, (the netamountthe family would receive if the asset were converted to cash). If the PHA has
documentation from the financialinstitution that the financial institution will charge the account holder
for any verification provided directly by the financial institution, the PHA will not attempt the third party
verification due tothe charge to the account holder. The PHA will directly drop downtothe otherlevels
of verification primarily goingto documents provided by the family. Aswell, in cases where financial
institutions cannot/willnot provide third party verifications in a timely fashion, thatis within one
week (7 days) of request, the PHA may accept other forms of verifications.

Acceptable methods of verificationinclude, in this order:
1. PHA verification forms, letters, ordocuments from a financial institution or broker.
2. PHA may call the financial institution to obtain the asset and income verifications.
3. Documents providedincluding broker's statements showing value of stocks or bonds credited
the family. This will also include the actual review of passbook and/or checking account
statements, CDs, etc. aslongas it does not appear that alterations have been made and
balances are within the specified verification timeframes. Also included will be real estate tax
statements if the approximate current market value can be deduced from assessmentand
copies of closing documents showing the selling price and the distribution of the sales proceeds.
4. Family's self-certification describing assets or cash held at the family's home orin safe deposit

boxes.
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Assets Disposed of for Less than Fair Market Value (FMV) During Two Years
Preceding Effective Date of Certification or Recertification

For all Certifications and Recertifications, the PHA will obtain the Family's certification asto whetherany
memberhas disposed of assets forless than fair market value duringthe two years preceding the
effective date of the certification or recertification.

If the family certifies that they have disposed of assets for less than fair market value, verificationis
required that shows: (a) all assets disposed of for less than FMV, (b) the date they were disposed of, (c)
the amountthe family received, and (d) the market value of the assets at the time of disposition. Third
party verification will be obtained wherever possible.

H. VERIFICATION OF ALLOWABLE DEDUCTIONS FROM INCOME [24 CFR
982.516]

Child Care Expenses [24 CFR5.611(a)(4)]

Child care expenses are defined as amounts anticipated to be paid, by the family, for the care of children
under 13 years of age during the period for which annual income is computed, but only where such care
isnecessarytoenable afamily memberto actively seek employment, be gainfully employed orto
furtherhis/hereducation and only to the extent such amounts are not reimbursed. In cases of child care
necessary to permitemployment, the amount deducted shallnot exceed the amount of employment
income thatis includedinannual income.
Acceptable methods of verification include, in this order:
1. Written verification from the person who receives the paymentsisrequired. If the child care
providerisanindividual, s/he must provideastatement of the amount they are charging the
family fortheirservices.
2. Verifications must specify the child care provider's name, address, telephone number, the
names of the children cared for, the number of hours the child care occurs, the rate of pay, and
the typical yearly amount paid, including school and vacation periods.
3. The PHA must also obtain the family's certification as to the purpose of the child care
expenses as well aswhether any of those payments have been orwill be paid or reimbursed by
outside sources.

Medical Expenses [24 CFR 5.611(a)(3)(i)]

Disabled orelderly families (Head or spouse is elderlyordisabled) are entitled to adeduction for
unreimbursed medical expenses. The allowable medical expense is that portion that exceeds three
percent(3%) of annual income.

Ifthe familyis eligible for the medical expense deduction, the medical expenses of ALLfamily members

may be counted. Families who claim medical expenses will be required to certify as to whether or not
any expense payments have been, or will be, reimbursed by an outside source.
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All expenseclaims will be verified by one ormore of the methods listed below:
Written verification by a doctor, hospital or clinic personnel, dentist, pharmacist, of (a) the
anticipated medical coststo be incurred by the family and regular payments due on medical
bills; and (b) extentto which those expenses will be reimbursed by insurance ora government
agency.
Written confirmation by the insurance company or employer of health insurance premiumsto
be paid by the family.
Written confirmation from the Social Security Administration of Medicare premiums to be
paid by the family overthe next 12 months.

This can be obtainedviathe standard TASS Statement or otherapplicable award letter.

For attendant care:
Areliable, knowledgeable professional's certification that the assistance of an attendantis necessary as
a medical expense and a projection of the number of hours the care is needed for calculation purposes.
Attendant's written confirmation of hours of care provided and amountand frequency of payments
received fromthe family oragency (or copies of canceled checks the family used to make those
payments) or stubs from the agency providing the services.
Receipts, canceled checks, or pay stubs that verify medical costs and insurance expenses likely
to beincurredinthe next 12 months.
Copies of paymentagreements or most recentinvoice that verify payments made on
outstanding medical bills that will continue overall or part of the next 12 months.
Receipts orotherrecord of medical expensesincurred during the past 12 monthsthatcan be
used to anticipate future medical expenses. PHA may use this approach for "general medical
expenses" such as non-prescription drugs and regular visits to doctors or dentists, but not for
one time, nonrecurring expenses from the previous year.

The PHA will use applicable definitions and mileage rates set forth in the Internal Revenue Service (IRS)
Publication 502 (orany applicable IRS update notifications) for verification of the cost of transportation
directly related to medical treatment.

Assistance to Persons with Disabilities [24 CFR 5.611(a)(3)(ii)]

Families are entitled toadeduction forunreimbursed medical expenses to cover care attendants and
auxiliary apparatus expenses for each member of the family whois a person with a disability, to the
extent necessary to enable any member of the family (including the family memberwhois a person with
a disability)to be employed. This deduction may not exceed the earned income received by family
members who are 18 years of age or older, and who are able to work because of such attendant care or

auxiliary apparatus. The allowable disability assistance expense is that portion that exceeds three
percent(3%) of annual income.

In All cases, verifications willinclude:
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Written certification from areliable, knowledgeable professional PHD that the person with
disabilities requires the services of an attendant and/or the use of auxiliary apparatus to permit
him/herto be employed orto function sufficiently independently to enable anotherfamily
memberto be employed.

Families who claim disability expenses will be required to certify as to whether or notany
expense payments have been, orwill be, reimbursed by an outside source.

Attendant Care:
e Attendant'swritten certification of amountreceived fromthe family, frequency of receipt, and
hours of care provided.
e (Certification of family and attendant and/or copies of canceled checks family used to make
payments.
Auxiliary Apparatus:
e Receiptsforpurchasesorproof of monthly payments and maintenance expenses for auxiliary
apparatus.
e Inthecase where the person with disabilitiesis employed, a statement from the employer that
the auxiliary apparatusis necessary foremployment.

Verification of Disabled Family Deduction [24 CFR 5.611(a)(2)]

A disabled family is defined as a family whose head, spouse, orsole memberis a person with a disability.
It may alsoinclude two or more persons with disabilities living together, or one of more persons with
disabilities living with one or more live-in aides (See 24 CFR 5.403).

Verification of disability must be receipt of SSl or SSA disability payments under Section 223 of the Social
Security Actor 102(7) of the Developmental Disabilities Assistance and Bill of Rights Act (42 U.S.C.
6001(7) or verified by appropriate diagnostician (such as physician, psychiatrist, psychologist, therapist,
rehab specialist, orlicensed social worker), using the HUD language as the verification format. To verify
the statement from the applicable diagnostician, the PHA will send the Disability Certification Form to
the diagnostician.

Verification of Elderly Family Deduction [24 CFR 5.611(a)(2)]

An elderly family is defined as afamily whose head, spouse, orsole memberisapersonwhois at least
62 years of age (See 24 CFR 5.403).

Verification of elderly family status shall be made by self certification via date of birth.

Verification of Dependent Deduction [24 CFR 5.611(a)(1)]

A dependentis defined asamemberof the family (except foster children and fosteradults) otherthan

the family head, co-head, spouse, whoisunder 18 years of age, orisa person with adisability orafull-
time student (See 24 CFR 5.603).
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Sources of verification for dependent/full-time student status shall include the following:
1. Self-declaration of household composition and dependents under the age of 18 years.
2. Written verification, directly from educational institution, that includes name and address of
institution, dates of enrollment, total number of hours registered for full-time students over 18
years of age. “Full-Time” status consists of 12 or more attempted credit hours persemester.
3. Where reasonable doubt exists, the PHA may require birth certificates, adoption papers,
and/or court custody documents for verification of dependents.

I. VERIFYING NON-FINANCIAL FACTORS [24 CFR 5.617(B)(2)]

Familial Relationships including Marital Status

Family certification will normally be considered sufficient verification of family relationships. In cases
where reasonable doubt exists, the family may be asked to provide verification. Inthe eventthereisa
guestion of afamilial relationship, the family will be required to complete the PHA’s Statement of
Familial Relationship form.

If the PHA has reasonable doubtregardingafamilial relationship or family composition, verifications
may be required (if applicable). Examplesinclude:
1. Verification of relationship:
Official identification showing names.
Birth Certificates.
Baptismal certificates.
Marriage or civil licenses.
2. Verification of guardianshipiis:
Court-ordered documentation showing custody

Verification of Permanent Absence of Family Member or Change in Family
Composition

If an adult member, who was formerly amember of the household is reported permanently absent by
the family, or a change in family composition, the PHA will consider the certification of family
compositionincludedin the Recertification Packet as verification of said change in family composition.

Ifthe PHA has reasonable doubt regardingachange in family composition, verifications may be required
(ifapplicable). Examplesinclude:
Husband or wife institutes divorce action.
Husband or wife institutes legal separation.
A permanent Order of Protection/Restraining Order obtained by one family member against
another.
Proof of anotherhome address, such as utility bills, canceled checks forrent, drivers license,
or lease orrental agreement, if available.
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Statements from otheragencies, such as social services, ora written statementfromthe
landlord or managerthat the adult family memberis nolongerliving at thatlocation.

If the adultfamily memberisincarcerated, adocumentfrom the Court or correctional facility
should be obtained statinghow longthey willbe incarcerated.

School recordsindicating change of residence for children.

Verification of Citizenship/Eligible Immigrant Status [24 CFR 5.508,
5.510,5.512,5.514]

To be eligible forassistance, individuals must be U.S. citizens or eligibleimmigrants. Individuals who are
neither may elect notto contend their status. Eligible immigrants must fall into one of the categories
specified by the regulations and must have their status verified by Immigration and Naturalization
Service (INS). Each family member must declare their status once. Assistance cannot be delayed, denied,
or terminated whileverification of status is pending except that assistance to applicants may be delayed
while the PHA hearingis pending.

The PHA will notrequire citizens to provide documentation of citizenship. Self declaration will be
accepted.

Eligible Immigrants 62 or over are required to sign a declaration of eligible immigration statusand
provide proof of age.

Non-citizens with eligible immigration status must sign a declaration of status and verification consent
formand provide their original immigration documents which are copied frontand back and returned to
the family. The PHA verifies the status through the INS SAVE system. If this primary verification fails to
verify status, the PHA must request within ten days that the INS conduct a manual search.

Ineligible family members who do not claim to be citizens oreligibleimmigrants must certify to their
status on the Citizenship Certification Form signed by the head of household orspouse when applicable.

Non-citizen students on student visas are ineligible members even though they are inthe country
lawfully. They must provide their student visa buttheirstatus will not be verified and they do notsigna
declaration butare listed onthe statement of ineligible members.

Failure to Provide: If anapplicantor participant family memberfails to sign required declarations and
consentformsor provide documents, as required, they must be listed as anineligible member. If the
entire family fails to provide and sign asrequired, the familymay be denied or terminated for failure to
provide required information.

Time of Verification

For applicants, verification of U.S. citizenship/eligibleimmigrant status occurs at time of application.
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The PHA will not provide assistance to any family prior to the affirmative establishment and verification
of the eligibility of the individual or atleast one member of the family. For family members added after
other members have beenverified, the verification occurs priorto approval of addition to household.

Once verification has been completed for any covered program, it need not be repeated exceptthat, in
the case of port-infamilies, if the initial PHA does not supply the documents, the receiving PHA must
conduct the determination.

Extensions of Time to Provide Documents

The PHA will not grant an extension of time for families to submit evidence of eligibleimmigrant status.

Acceptable Documents of Eligible Immigration

The regulations stipulate that only the following documents are acceptable unless changes are published
inthe Federal Register.
Resident Alien Card (1-551)
Alien Registration Receipt Card (I-151)
Arrival-Departure Record (1-94)
Temporary Resident Card (1-688)
Employment Authorization Card (1-688B)
Receiptissued by the INSforissuance of replacement of any of the above documents that
shows individual's entitlement has been verified A birth certificate is not acceptable verification
of status of eligibleimmigration. All documents in connection with U.S. citizenship/eligible
immigrant status must be keptfive years.

Ifthe PHA determines that a family memberhas knowingly permitted anotherindividualwhois not
eligible for assistance to reside permanently in the family's unit, the family's assistance will be
terminated, unless the ineligibleindividual has already been considered in prorating the family's
assistance.

Verification of Social Security Numbers [24 CFR 5.216]

Social security numbers must be provided as a condition of eligibilityforall family members age six and
overiftheyhave beenissuedanumber. Verification of social security numbers will be done through a
social security card issued by the Social Security Administration. If afamily membercannot produce a
social security card, only the documents listed below showing his or her social security number may be
used forverification. The family is also required to certify in writing that the document(s) submittedin
lieu of the social security card information provided is/are complete and accurate:
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Verification of benefits or social security number from Social Security
Administration

The PHA New family members will be required to produce theirsocial security card or provide the
substitute documentation togetherwith their certification that the substitute information providedis
complete and accurate. Thisinformationisto be provided at the time the change in family composition
isreportedto the PHA.

If an applicantor participantis able to disclose the social security number but cannot meetthe
documentation requirements, the applicant or participant mustsign a certification to that effect
provided by the PHA. The applicant/participant or family member will havean additional 30 days to
provide proof of the social security number. If they fail to provide this documentation, the family's
assistance will be terminated. Inthe case of an individual at least 62 years of age, the PHA may grant an
extensionforan additional 60 days to a total of 90 days. If, at the end of thistime, the elderly individual
has not provided documentation, the family's assistance will be terminated.

If the family member states they have not beenissued anumber, the family member will be required to
sign a certification to this effect.

Medical Need for Larger Unit

A written certification thatalargerunitis necessary due to medical conditions or needs must be
obtainedfroma reliable, knowledgeable and licensed professional.

J. VERIFICATION OF WAITING LIST PREFERENCES [24 CFR 982.207]
Local Preferences

Involuntary Displacement

Families who claim they are being or have been displaced due to eitherafederally declared disaster or
due to governmentaction: written verification by the displacing unit or agency of government,
verification by FEMA, or by a service agency such as the Red Cross.

Familieswho claim they are beingor have been displaced due to domesticviolence and that they qualify
for the local preference:

o The family must certify that the abuserwill not returnto the household withoutthe advance
written approval of the PHA. Before giving approval, the PHA will require verification of the
following:

e Statementfromsocial worker, psychologist, or other professional familiar with the abuserthat
he/she hasreceived counseling/treatment and is unlikely to continue the abuse.

e Statementfromlocal law enforcementagency that no complaints have beenfiled sincethe date
of the preference approval.
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Families who claim they have been orare about to be displaced to avoid reprisals for providing
information to assist police in a criminal investigation.

Certification of threat assessment by alaw enforcement agency

Oral or written recommendation from law enforcement agency or HUD.

Familieswho claimto be displaced by hate crimes.

Written statement from law enforcement agency, HUD, Fair Housing or otheragency
responsible for non-discrimination advocacy. Statement should contain approximate number of
occurrences and date of last occurrence.

Displacement by HUD disposition of a project: Written verification from HUD.
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Chapter 8 - VOUCHER ISSUANCE AND BRIEFINGS [24 CFR
982.301, 982.302]

INTRODUCTION

The PHA's goals and objectives are designed to assure that families selected to participate are equipped
with the tools necessary to locate an acceptable housing unit.

Families are provided sufficientinformation regarding the program and how to achieve maximum
benefit while complying with program requirements. When eligibility has been determined, the PHA will
conduct a mandatory briefingto ensure that families know how the program works. The briefing will
provide a broad description of owner and family responsibilities, PHA procedures, and how to lease a
unit. The family will also receive a briefing packet, which provides more detailed information about the
program including the benefits of moving outside areas of poverty and minority concentration.

This chapter describes how briefings will be conducted, the information that will be provided to families,
and the policies forhow changesinthe family composition will be handled.

A. ISSUANCE OF VOUCHERS [24 CFR 982.204(D), 982.54(D)(2)]

When fundingis available, the PHA will issue vouchers to applicants whose eligibility has been
determined. The numberof vouchersissued mustensure thatthe PHA stays as close as possible to fully
utilizingthe funding provided by HUD. The PHA performs a monthly review of electronicinformation on
units leased and dollars spentto determine whether applications can be processed, and the number of
vouchersthat can beissued.

The PHA may over-issuevouchers only to the extent necessary to meetleasing goals based upon the
historic “find rate” for Voucherholders. Provided the PHA does not experience afunding reduction from
HUD without advance notice, all vouchers which are over-issued willbe honored. If the PHA finds itis
over-leased, it must adjust future issuance of vouchersin ordernot to exceed the ACCbudget
limitations overthe fiscal year.

B. BRIEFING TYPES AND REQUIRED ATTENDANCE [24 CFR 982.301]

Initial Applicant Briefing

A full HUD-required briefing will be conducted forapplicant families who are determined to be eligible
for assistance. The briefings will be conducted in groups as much as possible. Individual briefings will be
provided, as necessary, due to language barriers or disability issues. Families who attend group briefings
and still have the need forindividual assistance will be referred to the appropriate case manager.

Briefings willgenerally be conductedin English but willalso be provided in Spanish, as needed.
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The purpose of the briefingisto explain how the program works and the documentsin the voucher
holder's packettofamilies sothat they are fullyinformed about the program. This will enable themto
utilize the programto theiradvantage, and it will prepare themto discussit with potential owners and
property managers.

The PHA will notissue avoucherto a family unless the household representative has attended a briefing
and signed the voucher. Applicants who provide prior notice of inability to attend a briefing will
automatically be scheduled forthe next briefing.

Applicants who fail to attend two scheduled briefings, without prior notification and approval of the
PHA, may be denied admission based on failureto supply information needed for certification. The PHA
will conductindividual briefings for families with disabilities at theirhome, upon request by the family, if
required for reasonable accommodation.

Briefing Packet [24 CFR 982.301(b)]

The documents and information provided in the briefing packet forthe voucher program will comply
with all HUD requirements. The familyis provided with the followinginformation and materials:
[J] The term of the voucher, and the PHA policy forrequesting extensions or suspensions of the
voucher (referred toastolling).
[] A description of the method used to calculate the housing assistance paymentforafamily,
including how the PHA determines the payment standard fora family; how the PHA determines
total tenant paymentfora family and information on the payment standard. Utility allowance
schedules are available uponrequest whenthe location areaand type of dwelling proposed is
known. How the PHA determines the maximum allowablerentforan assisted unit, including the
rentreasonableness evaluation process.
[1 Where the family may lease a unit. For a family that qualifies to lease aunit outside the PHA
jurisdiction under portability procedures, the information includes an explanation of how
portability works.
] The City of Westminster Housing Authority Tenancy Addendum, which includes the HUD
required tenancy addendum and mustbe includedinthe lease.
[J The RequestforTenancy Approval (RTA) form that the family must use to request approval of
theirtenancy and a description of the procedure for completion of the formto request approval
foratenancy.
[ A statement of the PHA policy on providing information about families to prospective owners.
] The PHA Subsidy Standardsincluding when and how exceptions are made and how the
vouchersize relatesto the unitsize selected.
[1 The HUD brochure on how to selecta unitand/orthe HUD brochure "A Good Place to Live"
on how to selectaunit that complies with HQS.
[] The HUD pamphlet on lead-based paint entitled Protect Your Family From Lead in Your Home.
] The EPA brochure, A Brief Guide to Mold, Moisture and Your Home, to assist educating
families aboutand how to preventthis hazard in theirhome.
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[ Information on Federal, State and local equal opportunity laws and a copy of the housing
discrimination complaintform. The PHA will alsoincludethe pamphlet "Fair Housing: It's Your
Right" and/orotherinformation aboutfairhousing laws and guidelines.

[] Alistof landlords or other parties willing to lease to assisted families or helpin the search
and/orknown units available forthe vouchersize issued. The listincludes landlords or other
parties who are willingto lease units or help families find units outside areas of poverty or
minority concentration.

] If the family includes a person with disabilities, notice that the PHA will provide assistance in
locating accessible units and/oralist of available accessible units known to the PHA.

[ The family obligations underthe program.

[] The grounds forwhich the PHA may terminate assistance fora participant family because of
family action or failure to act.

[J PHA informal hearing proceduresincludingwhenthe PHA isrequired to offera participant
family the opportunity foraninformal hearing, and how to request the hearing.

[J Information explaining how portability works, including alist of neighboring housing agencies,
available upon request, with contactinformation for use by families who move under
portability.

[J PHA’s sample lease forowner’s optional use if they do not have a standard lease they use for
unassisted tenants.

[J The HUD form, The Housing Assistance Payments Contract (HAP Contract) Section 8 Tenant-
Based Assistance Housing Choice Voucher Program, for the owner’sinformation and signature.
[J Requirements for reporting changes between annual recertifications.

[J The Family Self Sufficiency program and its advantages.

If the familyincludes a person with disabilities, the PHA will ensure compliance with CFR 8.6 to ensure

effective communication.

C. ASSISTANCE TO FAMILIES WHO CLAIM DISCRIMINATION

The PHA will give participants a copy of HUD Form 903 to file acomplaint and will provide assistance
with completion of the formif needed.

D. SECURITY DEPOSIT REQUIREMENTS [24 CFR 982.313]

The owneris notrequired to but may collect a security deposit fromthe tenant. Security deposits
charged to families may be any amountthe ownerwishesto charge, subjectto the following conditions:

Security deposits charged by owners may not exceed those charged to unassisted tenants or the
maximum prescribed by Maryland State law.

For lease-in-place families responsibility for first and last month's rent is not considered a
security depositissue. Inthese casesthe ownershould settlethe issue with the tenant priorto
the beginning of assistance.
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E. TERM OF VOUCHER [24 CFR 982.303, 982.54(D)(11)]

Duringthe briefing session each household will be issued avoucherwhich represents a contractual
agreementbetweenthe PHA and the Family specifying the rights and responsibilities of each party. It
does not constitute admission to the program, which occurs when the lease and contract become
effective.

Expirations

The voucheris valid for a period of at least sixty calendar days from the date of issuance. The family
must submita Request for Tenancy Approval (RTA) and Lease within the sixty-day period unless an
extension has been granted by the PHA. If the voucher holderis eligible to use Portability to transferto
anotherhousingauthority’s jurisdiction and the family has requested to use Portability to transfer, the
voucherwill beissued, orextended as applicable, foraterm thatwould be a full 120 days.

If the voucherhas expired, and has not been extended by the PHA or expires after an extension, the
family will be denied assistance. The family will not be entitled to areview or hearing. If the familyis
currently assisted, they may remain as a participantin theirunitif there isan assisted lease/contractin
effect. The PHA will onlyissue one voucher peryearto each family.

Suspensions

When a Requestfor Approval of Tenancyisreceived, the PHA will not deduct the number of days
required to process the request from the 60 day term of the voucher.

Extensions

A family may request an extension of the vouchertime period. The request must be submittedin
writing. All requests forextensions mustbe received priorto the expiration date of the voucher.
Extensions are permissible at the discretion of the PHA up to a maximum of an additional 30 days
primarily forthese reasons:
[J The PHAis satisfied that the family has made a reasonable effort to locate a unit, including
seekingthe assistance of the PHA, throughout the initial sixty-day period and the family is not
unduly restricting their search by seeking only single-family units or specificareas orlocations. A
accurate and completed search record provided by the Housing Authority is required.
Verification may be done.
[J The existence of extenuating circumstances, such as hospitalization orafamily emergency for
an extended period of time, which has affected the family's ability to find a unit within the initial
sixty-day period. Verificationis required.
[1 The family was experiencing difficulty in finding a unit due to disability accessibility
requirements orlarge size (fourorlarger) bedroom unitrequirement.

In addition, the PHA may extend the term up to an additional 30days if the family needs and requests
an extension as a reasonable accommodation to make the program accessible to and usable by a family
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memberwith adisability. If the family needs an extension in excess of 60 days, the PHA will extend the
voucherterm for the amount of time reasonably required for said reasonable accommodation.
All extensions must be approved by the Manager of Housing Services.

Assistance to Voucher Holders

Familieswho require additional assistance during their search may contact the PHA Office torequest
assistance. Voucher holders will be notified at their briefing session that the PHA maintains arental
listing bulletin board in the office lobby and regularly updates the listing of available units. They are
advised thatthey can stop by anytime during open office hours to check the rental listings. Upon
request, the PHA will assist families with negotiations with owners and provide other assistance related
to the families'search for housing. The families are recommended to keep asearch record from the
beginningin orderthatthey may have such documentationin case they need an extension.

F. VOUCHER ISSUANCE DETERMINATION FOR SPLIT HOUSEHOLDS [24 CFR
982.315]

In those instances when afamily assisted under the Section 8 program becomes divided into two
otherwise eligible families due to divorce, legal separation, orthe division of the family, and the new
families cannot agree as to which new family unitshould continueto receive the assistance, and there is
no determination by a court, the PHA shall follow the factors outlined to determine which of the families
will continue to be assisted:
1. If only one portion of the family has either minor children oran elderly or disabled person,
that portion of the family shall continue to receive assistance in the program, regardless of who
remainsinthe unit. If the portion of the family remainingin the unit will not continuetoreceive
assistance, the Voucherandthe Voucher Contract will be terminated in accordance with the
terms of the Voucher Contract. The portion of the family to continue receiving assistance will be
given the assistance once the currentVoucher Contract has been terminated.
2. If both portions of the family have either minor children oran elderly or disabled person, that
portion of the family remaininginthe Voucher-assisted unit shall continueto receive assistance
inthe program. If the family has notyetleased a unitand both portions of the family have minor
childrenoran elderly ordisabled person, the PHA will make the determination takinginto
consideration whether domesticviolence wasinvolvedinthe breakup and whetherthereisa
recommendation from othersocial service professionals.
3. If both portions of the family agree in writing which portion of the family shall continue to
receive assistance, the PHA will followthe family’s wishes.
4. If a court determines the disposition of property between members of the familyinadivorce
or separation underasettlementorjudicial decree, the PHA is bound by the court’s
determination.
Documentation of these factors will be the responsibility of the requesting parties. If documentation s
not provided, the PHA will terminate assistance on the basis of failure to provide information necessary
for a recertification.
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VAWA - The PHA acknowledges that a victim of domestic violence, dating violence or stalking may have an
unfavorable history that would warrant denial under the PHA’s policies. Therefore, if the PHA makes a
determination to deny admission to an applicant family, the PHA will include in its notice of denial a
statement of the protection against denial provided by VAWA and will offer the applicant the opportunity
to provide documentation affirming that the cause of the unfavorable history is that a member of the
applicant family is or has been a victim of domestic violence, dating violence or stalking.

G. REMAINING MEMBER OF TENANT FAMILY - RETENTION OF VOUCHER [24
CFR 982.315]

To be considered the remaining member of the tenant family the person must have been previously

approved by the PHA to be livinginthe unit. Alive-inattendant, by definition, isnota member of the
family and will not be considered aremaining member of the Family.

In orderfor a minorchild to continue to receive assistance as a remaining family member:
e The court has to have awarded emancipated minor status to the minor, or;

e Theminoris consideredable tolegally enterintoalease orrental agreementunder Maryland
State Law, or;

e The PHA has to have verified that social services and/or the Juvenile Court has arranged for

anotheradultto be broughtinto the assisted unitto care for the child(ren) foranindefinite
period.

A reductioninfamily size mayrequireareductioninthe voucherfamily subsidy size.
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Chapter 9 - REQUEST FOR TENANCY APPROVAL AND CONTRACT
EXECUTION [24 CFR 982.302]

INTRODUCTION [24 CFR 982.305(a)]

The PHA’s program operations are designed to utilize available resourcesinamannerthat is efficient
and provides eligiblefamilies timely assistance based on the number of units that can be leased within
the funding provided by HUD. The PHA’s objectives include maximizing HUD funds by providing
assistance to as many eligible families and foras many eligible units as the budget will allow.

Afterfamilies are issued avoucher, they may search fora unitanywhere within the jurisdiction of the
PHA, or outside of the PHA's jurisdiction if they qualify for portability. The family mustfindaneligible
unitunderthe program rules, with an owner/landlord who is willing to enterinto a Housing Assistance
Payments Contract with the PHA. This chapter defines the types of eligible housing, the PHA's policies
which pertaintoinitial inspections, lease requirements, owner disapproval, and the processing of
Requests for Tenancy Approval (RTA).

A. REQUEST FOR TENANCY APPROVAL [24 CFR 982.302, 982.305(B)]

The RequestforTenancy Approval (RTA) and a copy of the proposed lease including the HUD prescribed
tenancy addendum, must be submitted by the family during the term of the voucher. The family must
submitthe RTA inthe form and mannerrequired by the PHA. The RTA mustbe signed by both the
ownerandvoucherholder.

The PHA will not permit the family to submit more than one RTA at a time. The PHA will review the
proposed lease and the RTA documentsto determine whether or not they are approvable. The request
will be approved if:
e Theunitis an eligible type of housing.
e Theunitmeets HUD's Housing Quality Standards and any additional criteria as identified in this
Administrative Plan.
e Therentisreasonable.
e Thesecuritydepositisapprovable inaccordance with any limitationsin this plan.
o The proposedlease complies with HUD and PHA requirements (See "Lease Review" section
below).
e Theowneris approvable, andthere are no conflicts of interest (See "Owner Disapproval"
section below).

In additionto the above, at the time a family initially receives assistancein a unit (new admissions and

moves), if the gross rentfor the unit exceeds the applicable payment standard forthe family, the family
share of rent may not exceed 40 percent of the family monthly adjusted income.
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Disapproval of RTA

If the PHA determinesthatthe request cannot be approved foranyreasonthe landlord and the family
will be notified verbally with afollow-up in writingif the family and the owner cannotagree torevisions,
which would allow approval. The PHA will instruct the owner and family of the steps or revisions that
are necessary toapprove the request.

When, forany reason, an RTA is not approved, the PHA will furnish another RTA form to the family so
that the family can continue to search foreligible housing.

B. ELIGIBLE TYPES OF HOUSING [24 CFR 982.353]

The PHA will approve any of the following types of housingin the voucher program:
e Allstructure typescan be utilized;
o Manufactured homeswhere the tenantleases the mobile home and the pad;
e Unitsowned (butnot subsidized) by the PHA following HUD-prescribed requirements;
e Unitsowned by the City of Westminsterbutnotthe PHA.

A family canown a rental unit but cannot reside init while being assisted, exceptin the case when the
tenantownsthe mobile home andleasesthe pad (only allowed due to reasonable accommodation). A
family maylease inand have an interestin acooperative housing development.

The PHA may not permita voucherholdertolease a unitwhichisreceiving project based Section 8
assistance orany duplicative rental subsidies.

C. LEASE REVIEW [24 CFR 982.308]

The PHA will reviewthe lease, particularly noting the approvability of optional charges and compliance
withregulations and state and local law. The tenantalso must have legal capacity toentera lease under
state and local law. Responsibility for utilities, appliances and optional services must correspond to
those provided on the RTA.

The family and owner must enter a written lease forthe unit. If the owner uses a standard lease form
for rental to unassisted tenantsinthe locality or the premises the lease must be in such standard form
(plusthe HUD-prescribed tenancy addendum). If the owner does not use astandard lease form for
rental to unassisted tenants, the owner may use anotherform of lease, such asa PHA provided model
lease (plusthe HUD-prescribed tenancy addendum). The terms and conditions of the lease must be
consistent with state and local law.

The lease must specify:
1. Thenamesof the ownerand tenant, and;
2. Theaddress of the unitrented (including apartment number, if any), and;
3. Theterm ofthe lease (initial termand any provisions forrenewal), and;
4. The amount of the monthlyrentto owner, and;
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5. Theutilitiesandappliancesto be supplied by the owner, and;
6. The utilitiesand appliancesto be supplied by the family.

The City of Westminster Housing Authority Tenancy Addendum, including the HUD prescribed tenancy
addendum, mustbe includedin the lease word-for-word before the leaseis executed.

The owner's lease (for dwellings built before 1978) must include the Lead Warning Statementand
disclosure information required by 24 CFR 35.92(b).

The lease must provide that drug-related criminal activity engaged in by the tenant, any household
member, orany gueston or nearthe premises, orany person underthe tenant’s control on the
premisesis groundsto terminate tenancy.

The lease must also provide that owner may evict family when the ownerdetermines that:
e Anyhousehold memberisillegally usingadrug; or

e A patternofillegal use of drugs by any household memberinterferes with the health, safety or
rightto peaceful enjoyment of the premises by otherresidents.

The lease must provide that the following types of criminal activity by a "covered person" are grounds to
terminate tenancy:
e Anycriminal activity that threatens the health, safety orright to peaceful enjoyment of the
premises by otherresidents (including property management staff residing on the premises);
e Anycriminal activity thatthreatens the health, safety orright to peaceful enjoyment of their
residences by personsresidingin the immediate vicinity of the premises;
e Anyviolentcriminal activity on ornearthe premises by atenant, household member, or guest;
e Anyviolentcriminal activity onthe premises by any other person underthe tenant’s control.

The lease must provide thatthe owner may terminate tenancy if atenantis:

e Fleeingtoavoid prosecution orcustody or confinement after conviction fora crime, or attempt
to commita crime, that isa felony underthe laws of the place from which the individual flees
(highmisdemeanorin NJ);

e Violatingacondition of probation or parole imposed under Federal or State law.

House rules of the owner may be attached to the lease asan addendum provided they are approved by
the PHA to ensure they do notviolate any fair housing provisions and do not conflict with the tenancy
addendum.

Actions before Lease Term

All of the following must always be completed before the beginning of the initial term of the lease fora
unit:
e ThePHA hasinspectedthe unitand has determined that the unit satisfies the HQS;
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e The PHA has determined thatthe rent charged by the ownerisreasonable;

o Thelandlordandthe tenanthave executed the lease, including the HUD prescribed tenancy
addendum;

e The PHA has approved leasing of the unitin accordance with program requirements.

When the gross rent exceeds the applicable payment standard for the family, the PHA must determine
that the family share (total family contribution) will not be more than 40% of the family's monthly
adjustedincome.

D. SEPARATE AGREEMENTS

Separate agreements are not necessarily illegal side agreements. Families and owners will be advised of
the prohibition of illegal side payments for additional rent, or foritems normallyincluded in the rent of
unassisted families, or foritems notshown onthe approved lease.

The familyis not liable underthe lease for unpaid charges foritems covered by separate agreements
and non-payment of these agreements cannot be cause foreviction.

Owners and families may execute separate agreements for services, appliances (otherthan range and
refrigerator) and otheritemsthatare not includedinthe lease if the agreementisin writingand
approved by the PHA.

Any appliances, services orotheritems, which are routinely provided to unassisted families as part of
the lease (such as air conditioning, dishwasher orgarage) orare permanently installed in the unit,
cannot be put underseparate agreementand mustbe includedinthe lease. Forthere to be a separate
agreementthe family must have the option of not utilizing the service, appliance or otheritem.

If the family and ownerhave come to a written agreement on the amount of allowable chargesfora
specificitem, solongasthose charges are reasonable and not a substitute for higherrent, they will be
allowed.

All agreementsforspecial items orservices must be attached to the lease approved by the PHA. If
agreements are entered into atalaterdate, they must be approved by the PHA and attached to the
lease. The PHA will notapprove separate agreements for modifications to the unitfor persons with
disabilities. The modifications are usually within the dwelling and are critical to the use of the dwelling.

E. INITIAL INSPECTIONS [24 CFR 982.305(A) & (B)]

See "Housing Quality Standards and Inspections" chapter of this Administrative Plan.
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F. RENT LIMITATIONS [24 CFR 982.507]

The PHA will make adetermination as to the reasonableness of the proposed rentin relation to
comparable units availableforlease onthe private unassisted market, and the rent charged by the
ownerfora comparable unassisted unitinthe building or premises.

By accepting each monthly housing assistance payment fromthe PHA, the owner certifies thatthe rent
to owneris not more than rent charged by the ownerfor comparable unassisted unitsinthe premises.
The owneris required to provide the PHA with information requested on rents charged by the owneron
the premises orelsewhere.

At all times duringthe tenancy, the rentto owner may not be more than the most current reasonable
rentas determined by the PHA.

G. DISAPPROVAL OF PROPOSED RENT [24 CFR 982.502]

In any of the programes, if the proposed gross rentis not reasonable, at the family’s request, the PHA will
negotiate with the ownertoreduce the renttoa reasonable rent. If the rentis not affordable because
the family share would be more than 40% of the family’s monthly adjusted income, the PHA will
negotiate with the ownertoreduce the rentto an affordable rentforthe family.

At the family’srequest, the PHA will negotiate with the ownerto reduce the rentorinclude some orall
of the utilitiesinthe rentto owner.

If the rent can be approved after negotiations with the owner, the PHA will continue processing the RTA
and lease provided the owner puts the revised agreementin writing. If the owner does notagree onthe
rentto ownerafterthe PHA has tried and failed to negotiate arevised rent, the PHA will inform the
family and ownerthatthe lease is disapproved.

H. INFORMATION TO OWNERS [24 CFR 982.307(B), 982.54(D)(7)]

In accordance with HUD requirements the PHA will furnish prospective owners with the family’s current
address as showninthe PHA’srecords and, if known to the PHA, the name and address of the landlord
at the family’s currentand prioraddress. The PHA will make an exception to this requirementif the
family's whereabouts must be protected due to domesticabuse or witness protection.

The PHA will inform owners thatitisthe responsibility of the landlord to determine the suitability of
prospective tenants. Owners will be encouraged to screen applicants for rent payment history, payment
of utility bills, eviction history, respecting the rights of otherresidents, damage to units, drug-related
criminal activity or other criminal activity thatis a threat to the health, safety or property of others, and
compliance with otheressential conditions of tenancy.

A statement of the PHA’s policy on release of information to prospective landlords willbe included in
the briefing packet whichis provided to the family.
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The PHA will provide the followinginformation, based on documentation retained in the PHA files and
only uponthe owner providing written release signed by the prospective tenant:

[J Eviction history

[J Criminal ordrug-related activity (if known to the PHA)

[] Damage to rental units

[] Drug trafficking by family members

The information will be provided for up to the last seven years, if known to the PHA. The information
will be provided orally. Only the Housing Services Manager or the Occupancy Specialist may provide this
information. The PHA's policy on providinginformation to ownersisincluded in the briefing packet and
will apply uniformly to all families and owners.

I. OWNER DISAPPROVAL [24 CFR 982.306]

See chapteron “Owner Disapproval and Restriction.”

J. CHANGE IN TOTAL TENANT PAYMENT (TTP) PRIOR TO HAP EFFECTIVE
DATE

When the family reports changesin factors that will affect the total family share prior to the effective
date of the HAP contract at admission, the information will be verified and the total family share will be
recalculated. If the family does not report any change, the PHA need not obtain new verifications before
signingthe HAP contract, evenif verifications are more than 60 days old.

K. CONTRACT EXECUTION PROCESS [24 CFR 982.305(C)]

The family and the owner will executethe lease agreement, and the ownerand the PHA will execute the
HAP contract. Copies of the documents will be furnished to the parties who signed the respective
documents. The PHA will retain a copy of the lease, the original of the contract, and copies of all other
signed documents.

The PHA makes every effortto execute the HAP contract before the commencement of the lease term.
The HAP contract may not be executed more than 60 days after commencement of the lease termand
no payments will be made until the contractis executed.

The following PHA representatives are authorized to execute a HAP contract on behalf of the PHA: the
Housing Services Program Supervisor.

Owners must complete the PHA’s Rental registration form including the Appointment of Agent formiif
they have an appointed agentto handle theirrental property. A management agreement between the
ownerandthe agentcan substitute forthe Appointment of Agentform. Owners must provide the
currentaddress of theirresidence (nota Post Office box) unless the property is managed by areal estate
property management company. The owner's current address will be compared to the subsidized unit's
address.
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Owners must provide an employeridentification numberorsocial security numberand complete a W-9
IRS form for the PHA. The owner or agent must provide ahome telephone numberand business number
if applicable.

The landlord and unit must comply with all Local, Federal and State requirements for each assisted unit
includinglead paint certifications, etc.

The unit must be registered underthe Westminster Rental Housing License Program and must supply all
required MDE lead certifications

Unlesstheirlease was effective priortoJune 17, 1998, a family may not lease properties owned by a
parent, child, grandparent, grandchild, sister or brother of any family member. The PHA may waive this
restriction as a reasonable accommodation forafamily memberwhoisa person with a disability.

L. CHANGE IN OWNERSHIP

See "Owner Disapproval and Restriction" chapter.
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Chapter 10 - HOUSING QUALITY STANDARDS AND INSPECTIONS
[24 CFR 982.401]

INTRODUCTION

The City of Westminster Property Maintenance Code, Chapter 119 of the City Code, is used to determine
if all program housing meets Housing Quality Standards (HQS) performance requirements. Inaddition
to meetingthe performancerequirements, the housing must meet the acceptability criteria. HUD may
approve acceptability criteriavariationsin the following purposes:
Variations which apply standardsin local housing codes or other codes adopted by the PHA.
Acceptability criteriavariations may only be approved by HUD pursuant to paragraph (a)(4)(ii) of this
sectionif suchvariationseither:
(A) Meetor exceedthe performance requirements ; or
(B) Significantly expand affordable housing opportunities for families assisted underthe program. .
HQS standards are required both atinitial occupancy and during the term of the lease. HQS
standards apply to the building and premises, as well as the unit. Newlyleased units must pass the
HQS inspection before the beginning date of the assisted leaseand HAP contract.

The PHA will inspect each unitunder contract at leastannually. The PHA will also have aninspection
supervisor/ Manageroran alternate inspector perform quality control inspections on the number of
filesrequired forfile sampling by SEMAP annually to maintain the PHA’s required standards and to
assure consistency inthe PHA’s program. This chapterdescribes the PHA's procedures for performing
HQS and othertypes of inspections, and PHA standards forthe timeliness of repairs. It also explains the
responsibilities of the ownerand family, and the consequences of non-compliance with HQS
requirements for both families and owners. The use of the term "HQS" in this Administrative Plan refers
to the combination of both HUD and PHA requirements.

A. GUIDELINES/TYPES OF INSPECTIONS [24 CFR 982.401(A), 982.405]

Efforts will be made at all times to encourage owners to provide housing above HQS minimum
standards. The PHA will not promote any additional acceptability criteria likely to adversely affect the
health or safety of participant families, or severely restrict housing choice.

All utilities must be inservice priorto the inspection. If the utilities are notin service at the time of
inspection, the inspector will notify the tenant orowner (whomeveris responsibleforthe utilities
accordingto the RTA) to have the utilities turned on. The inspectorwillschedule are-inspection after
being notified by the ownerortenant that the utilities have been turned on.

If the tenantisresponsibleforsupplying the stove and/orthe refrigerator, the PHA will allow the stove
and refrigeratorto be placed inthe unitafterthe unithas passed all other HQS. The family mustthen
certify that the appliances are in the unitand working. The PHA may conduct a re-inspection.

There are fourtypes of inspections the PHA will perform:
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1. Initial/Move-in conducted upon receipt of Request for Tenancy Approval;
2. Annual conducted within twelve months of the lastannual inspection;

3. Special/Complaint at request of owner, family oran agency or third-party;
4. Quality Control.

B. INITIAL HQS INSPECTION [24 CFR 982.401(A), 982.305(B)(2)]

Timely Initial HQS Inspection

The PHA will inspectthe unit, determine whetherthe unitsatisfies the HQS and notify the family and
owner of the determination within 15-days afterthe family and the owner have submitted a RTA. The
same 15-day clock will be suspended duringany period when the unitis not available forinspection.
The PHA will include “date unitavailableforinspection” onthe RTA form. This date will determine
whetherthe PHA will be required to meet the same 15-day requirement or whetherthe PHA will
suspendthe same 15-day period because the unitis notavailable forinspection until after the same 15-
day period.

For file audit purposes the PHA will note in each tenantfile the date on which the unit firstbecame
available forinspection according toinformation obtained from the RTA or from the owneror the
tenant. PHA staff will document any delaysin completion of the initial HQS inspection. The Initial
Inspection willbe conducted to:

e Determineifthe unitand property meetthe HQS definedin this Plan;

e Documenttheinformationto be used fordetermination of rent-reasonableness.

If the unitfailsthe initial Housing Quality Standards inspection, the family and the owner will be advised
to notify the PHA once repairs are completed. Onan initial inspection, the owner will be given up to 30-
daysto correct the items noted as Fail, at the inspector’s discretion, depending on the amountand
complexity of work to be done.

The ownerwill be allowed up to three re-inspections for repair work to be completed. If the time period
given by the inspectorto correct the repairs has elapsed, or the maximum number of failed re-
inspections has occurred, the family must select another unit.

C. ANNUAL HQS INSPECTIONS [24 CFR 982.405(A)]

The PHA conducts an inspectioninaccordance with Housing Quality Standards atleastannually. The
annual inspectionis scheduled with the Landlord and Family between 120-90 days priorto the
anniversary date of the lease and priorto the date inspected in the prioryear, so that the inspections
are conducted at leastannually, as required by SEMAP. Special inspections may be scheduled between
anniversary dates.

HQS deficiencies which cause a unitto fail must be corrected by the landlord unlessitis afail for which
the tenantis responsible. Examples of
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The family mustallow the PHA to inspect the unit at reasonable times with reasonable notice. [24 CFR
982.551(d)]

Inspections will be conducted on business days only and during normal business hours unless
arrangements are made with the individual inspectorand approved by the Housing Services Manager.

The PHA will notify the family in writing at least three days priorto the inspection.

Inspection:

The Landlord and the Familyis notified of the date and time of the inspection appointment by mail. The
familyisnotrequiredto be presentinthe unitbut must allow access to the unit. If the Landlordis
unable to be presentor have an authorized representative present, they must reschedule the
appointmentsothatthe inspectionis completed within 10 business days. If the landlord misses two
scheduled inspection appointments the Housing Authority may terminate the Housing Assistance
Contract withthe Landlord and give notice to the tenant to relocate to another unit.

Ifthe family does notallow access to the unitor refusesto allow the PHA to conduct an inspection of
the unitthe PHA will considerthe family to have violated a Family Obligation and theirassistance will be
terminatedinaccordance with the termination proceduresinthe Plan.

Re-inspection:

The familyis provided a notice of the re-inspection appointment by phone or by mail. If the familyis not
at home for the re-inspection appointment, a card will be leftatthe unit with instructions to contactthe
inspector within a certain time to schedule the re-inspection appointment. If the family fails to contact
the inspector within the time designated, a notice of abatement will be sentto the ownerand a copy to
the family. The abatement notification will clarify that the abated HAP will not be paid retroactively and
the HAP will only be paid from the date the re-inspectionis completed forward, provided the unit passes
HQS at the re-inspection.

The familyisalso notified thatitisa Family Obligationto allow the PHA to inspectthe unit. If the family
was responsible forabreach of HQS identified in the "Denial or Termination of Assistance" chapter of
this Administrative Plan, they will be advised of their responsibility to correct the breach or their
voucherand assistance will be terminated.

Time Standards for Repairs

Emergencyitems which endangerthe family's health or safety must be corrected by the ownerwithin
24 hours of notification. Fornon-emergency items, repairs should be made within 45days. For major
repairs, inclement weatherrepairs orany other extenuating circumstances the Housing Services
Manager may approve an extension beyond 30days.
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Rent Increases

Rentto ownerincreases may not be approved if the unitis ina failed condition.

D. SPECIAL/COMPLAINT INSPECTIONS [24 CFR 982.405(C)]

If at any time the family orowner notifies the PHA that the unit does not meet Housing Quality
Standards, the PHA will conduct an inspection. The PHA may also conduct a special inspection based on
information from third parties such as neighbors or public officials. The PHA will inspect only the items
which were reported, butif the inspector notices additional deficiencies that would cause the unit tofail
HQS, the responsible party will be required to make the necessary repairs.

If the annual inspection date is within 120 days of a special inspection, and aslongas all items are
inspected thatareincludedinanannual inspection, the special inspection will be categorized as annual
and all annual procedures will be followed.

E. QUALITY CONTROL INSPECTIONS [24 CFR 982.405(B)]

Quality Control inspections will be performed by the Housing Services Manager or his/her designeeon
the number of files required by SEMAP. The purpose of Quality Control inspections is to ascertain that
each inspectoris conducting accurate and complete inspections, and to ensure that there is consistency
amonginspectorsinapplication of the HQS. The sampling of files willinclude recently completed
inspections (within the prior 3 months). The quality control sample size will consist of 5or the first 50
inspectionsand 1for every 50 or portion of 50.

F. ACCEPTABILITY CRITERIA AND EXCEPTIONS TO HQS [24 CFR 982.401(A)]

The PHA adherestothe acceptability criteriainthe programregulations with the additions described
below.

Additions

Sanitary Facilities: All worn orcracked toiletseats mustbe replaced.

Space & Security: Anyroom used forsleeping must have awindow ora doorleadingto the exterior.
Bedroomsinbasementsoratticsare notallowed unless they have adequate ventilation and emergency
exit capability. All exterior doors must be weather-tightto avoid any air or waterinfiltration, be
lockable, have no holes, have all trim intact, and have a threshold.

Thermal Environment: Any wood or pellet burning stoves must have beeninspected and approved by
the local authorities forthe installation and must have the chimney cleaned annually. Any fireplaces
being used must have the chimney cleaned annually.

[llumination and Electricity: Any electrical outlets found to have reversed connections, will be required
to be corrected.
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Structure and Materials: Unlessthe dwelling unitis amobile home, the dwelling must have asolid
foundation, free of serious defects. Mobile homes will be required to have tie downs unless they meet
the conditions forthe HUD-approved waiver. Those conditionsincludethatthe unit mustbe installed
on alevel lotand the mobile home mustbe insured. All floors must be in a finished state (no plywood).

Water Supply: Any private water supply will be required to be tested for coliform bacteria
contamination and if positive, must be corrected priorto approval of the unit. Such private watersupply
systems will be required to be tested every five years.

Site and Neighborhood: If the dwellingisto be occupied by children underthe age of 8 years of age, any
readily accessible hazardous conditions, such as: a fast running creek, adeep pond, a deep canyon, a
railroad track, or any otherdangerous conditions, shall be discussed with the tenant family.

Smoke Detectors: All smoke detectors shall meet the requirements prescribed in Maryland State Law,
whichincludes eitherbeing hard-wired with ahush feature or use a 10-year lithium battery and have a
hush feature. All smoke detector placements must comply with NFPA74.

Modifications

Modifications or adaptations to a unit due to a disability must meetall applicable HQS and building
codes.

Extension forrepairitems not required by HQS will be granted for modifications/adaptations to the unit
if agreedto by the tenantandlandlord. PHA will allow execution of the HAP contractif unit meets all
requirements and the modifications do not affect the livability of the unit.

G. EMERGENCY REPAIR ITEMS [24 CFR 982.404(A)]

The followingitems are considered of an emergency nature and must be corrected by the owneror
tenant (whoeverisresponsible) within 24 hours of notice by the inspector:

e Natural gas leak or fumes;

e Uninhabitable forreason such as; no water/sewer, no electricity, infestations, or flood

e Electrical problem which could resultinshock or fire;

e lack of functioningtoilet oropen sewage nearthe premises.

In those cases where there is leaking gas or potential of fire or otherthreatto publicsafety, and the
responsible party cannot be notified oritisimpossible to make the repair, properauthorities will be
notified by the PHA.

Ifthe emergency repairitem(s)are not corrected in the time period required by the PHA, and the owner

isresponsible, the housing assistance payment will be abated and if not repaired withinareasonable
time, the HAP contract will be terminated. If the emergency repairitem(s)are not corrected inthe time
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periodrequired by the PHA, anditis an HQS breach whichis a family obligation, the PHA willterminate
the assistance to the family.

Smoke Detectors

If the smoke detectoris notoperating properly the PHA will contact the owner by phone and request
the ownerto repairthe smoke detector within 24 hours. The PHA will re-inspect the unit the following
day, if possible.

If the PHA determines that the family has purposely disconnected the smoke detector (by removing
batteries orother means), the family will be required to repairthe smoke detector within 24 hours and
the PHA will re-inspect the unit the following day, if possible.

The PHA will issue a written warning to any family determined to have purposely disconnected the unit’s
smoke detector. Warning will state that deliberate disconnection of the unit’s smoke detectoris a health
and fire hazard and is considered aviolation of the HQS and grounds forterminating familyassistance.

H. CONSEQUENCES IF OWNER IS RESPONSIBLE (NON-EMERGENCY ITEMS) [24
CFR 982.405, 982.453]

Whenit has beendetermined thata unitonthe program fails to meet Housing Quality Standards, and
the ownerisresponsibleforcompletingthe necessary repair(s)in the time period specified by the PHA
and no extension has been approved by the PHA, the assistance payment to the ownerwill be abated.

Abatement

A Notice of Abatement will be senttothe owner, and the abatement will be effectiveas notedin the
notice. The PHA will inspect abated units as soon as possible following the owner's notification that the
work has been completed and as soon as the ownerand/ortenant make the unitavailable forthe
inspection.

If the owner makes repairs during the abatement period, payment will resume on the day the unit
passesinspection. No retroactive payments will be made to the ownerforthe period of time the rent
was abated and the unitdid not comply with HQS. The notice of abatement states thatthe tenantis not
responsible forthe PHA's portion of rent that is abated.

Extensions for Repairs

The PHA will grantan extensionin lieu of abatementinthe following cases:

e Thereisan unavoidable delayin completing repairs due to difficulties in obtaining parts or
contracting for services.

e The ownermakesa good faith effortto make the repairs or contract for services to complete
the repairand an unavoidable delay occurs.

e Therepairs must be delayed due to climate conditions.
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The extension will be made fora period of time notto exceed 30 days, exceptin delays due to climate
conditions which could be up to six months. Atthe end of that time, if the workis not completed, the
PHA will begin the abatement. If the repairis not completed within 30days following the abatement,
the contract will be terminated.

Termination of Contract

Ifthe ownerisresponsible forrepairs, and fails to correct all the deficiencies cited priorto the end of
the abatement period, the owner will be senta HAP Contract Proposed Termination Notice. Priorto the
effective date of the termination, the abatement willremainin effect. If repairsare completed before
the effective termination date, the termination may be rescinded by the PHA if the tenant chooses to
remaininthe unit. Only one Housing Quality Standards inspection will be conducted after the
termination notice isissued.

I. DETERMINATION OF RESPONSIBILITY [24 CFR 982.404, 982.54(D)(14)]

Certain HQS deficiencies are considered the responsibility of the family:
e Tenant-paid utilities notinservice;
e Failuretoprovide ormaintain family-supplied appliances;
e Damage to the unitor premises caused by ahousehold member orguest beyond normal wear
and tear;

e Disconnecting ordismantling smoke detectors, including removing batteries.

The owneris responsible forall other HQS violations. The ownerisresponsibleforthe elimination of
the vermininfestation. The PHA will take into consideration how many unitsin the building, the
proximity to anotherunit, if the owner has a contract with an extermination company and any other
circumstances that may factorinwhoiis responsible forthe cost of the extermination. Insuch cases
where infestationis serious and repeated, it may be considered alease violation and the owner may
evictforserious or repeated violation of the lease. The PHA may terminate the family's assistance on
that basis. The inspectorwill make adetermination of owner orfamily responsibility duringthe
inspection. The ownermay bill the tenant forthe infestation ifitis the tenant who caused the
infestation. The ownerortenant may appeal this determination to the Executive Director within ten
days of the inspection.

If the familyisresponsible butthe owner carries out the repairs, the ownerwill be encouraged to bill
the family forthe cost of the repairs and the family will be required to reimburse the Landlord.

J. CONSEQUENCES IF FAMILY IS RESPONSIBLE [24 CFR 982.404(B)]

If non-emergency violations of HQS are determined to be the responsibility of the family, the PHA will
require the family make any repair(s)or corrections within 30days. If the repair(s) orcorrection(s) are
not made inthistime period, the PHA will terminate assistance to the family, after providing an
opportunity foraninformal hearing.
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Extensionsinthese cases mustbe approved by the Housing Services Manager. The owner's rent will not
be abated for items which are the family's responsibility.

If the tenantisresponsibleand corrections are not made, the HAP contract will terminate when
assistance is terminated.

Allinspections shall adhereto the practices and policies thatensure thatall exteriorand interior
components of a structure or equipment shall be maintained in good repair, structurally sound and in
sanitary condition.

Examples;

Exterior: Foundations and exterior walls structure and surface must not have any serious defects such
as seriousleaning, buckling, sagging, large holes, or defects that may resultinair and or water
infiltration orvermin infestation. Gutters should be free from debris and be able to allow waterto flow
and directed away from the dwelling.

Interior:
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Chapter 11 OWNER RENTS, RENT REASONABLENESS, AND
PAYMENT STANDARDS [24 CFR 982.502, 982.503, 982.504,
982.505, 982.507]

INTRODUCTION

The policiesinthis chapterreflectthe amendments tothe HUD regulations, which were implemented by
the Quality Housingand Work Responsibility Act of 1998 for the Section 8 Tenant-Based Assistance
Program. These amendments became effective on October 1, 1999, whichisreferredto as the “merger
date”. These amendments completethe merging of the Section 8 Certificate and Voucher Programsinto
one program, called the Housing Choice Voucher Program.

All Section 8 participant families have been transitioned to the Housing Choice Voucher Program on or
before October1, 2001. Rent calculation methods forthe Housing Choice Voucher Program are
described at 24 CFR 982.505. The rentcalculation formulais specificandis notsubjectto interpretation.
The PHA will determine rent reasonablenessin accordance with 24 CFR 982.507(a). Itisthe PHA's
responsibility to ensure thatthe rents charged by owners are reasonable based upon unassisted
comparable unitsinthe rental market, using the criteriaspecified in 24 CFR 982.507(b).

This chapter explains the PHA's procedures for determination of rent-reasonableness, payments to
owners, adjustments to the payment standards, and rent adjustments.

A.RENT TO OWNER IN THE HOUSING CHOICE VOUCHER PROGRAM

Therent to ownerislimited only by rent reasonableness. The PHA must demonstrate thatthe rent to
ownerisreasonable incomparisontorentforothercomparable unassisted units. The only other
limitation onrenttoowneristhe maximumrentstandard at initial occupancy (24 CFR982.508). At the
time a family initially receives tenant-based assistance for occupancy of a dwelling unit, whetheritisa
new admission ora move to a differentunit, if the gross rent for the unit exceeds the applicable
payment standard forthe family, the family share may not exceed 40 percent of the family’s monthly
adjustedincome.

Duringtheinitial term of the lease, the owner may not raise the rentto owner.

B. MAKING PAYMENTS TO OWNERS [24 CFR 982.451]

Once the HAP contract is executed the PHA begins processing payments to the landlord. AHAP Register
will be used as a basis for monitoring the accuracy and timeliness of payments. Changes are made
automatically tothe HAP Register forthe following month. Checks are disbursed by the Finance
Departmentto the ownereach month. Monthly checks will generally be mailed by the 5™ business day
of the month once the PHA has received the monies from HUD. The HUD requirement for makingrent
paymentsis within 10 days of receipt of funds from HUD. Interim checks duringthe month will be
issuedinaccordance with a schedule fromthe finance department.

95



Excess Payments

The total of rent paid by the tenant plus the PHA housing assistance payment to the owner may not be
more than the rentto owner. The owner must return any excess paymenttothe PHA. Ownerswho do
not return excess payments will be subject to penalties as outlinedin the "Owner or Family Debts to the
PHA" chapter of this Administrative Plan.

Late Payments to Owners

Itisa local business practice in City of Westminster for property managers and owners to charge tenants
areasonable late fee forthe tenant portion of the rents not received by the owner or property manager
by the due date, not withstanding any grace period whichistypically 5days past the first of the month.
Any late fees must be included and identified inthe rental agreement and must comply with Maryland
Tenant/Landlord Laws.

C. RENT REASONABLENESS DETERMINATIONS [24 CFR 982.507]

The PHA will determine and document on a case-by-case basis thatthe approved rentisreasonablein
comparisontorent forother comparable unassisted unitsin the market. This appliesto all Section 8
programs.

The PHA will notapprove alease until the PHA determinesthatthe initial rentto ownerisareasonable
rent. The PHA mustre-determinethe reasonable rent before anyincrease inthe rentto owner, and if
thereisa five percent decrease in the published FMR in effect 60 days before the contract anniversary
(forthe unitsize rented by the family) as compared with the FMR in effect one year before the contract
anniversary.

The PHA mustre-determine rentreasonableness if directed by HUD and based on a need identified by
the PHA's auditing system. The PHA may elect to re-determine rent reasonableness at any othertime. At
all times duringthe assisted tenancy, the rentto owner may not exceed the reasonable rent as most
recently determined orre-determined by the PHA.

The owner will be advised that by accepting each monthly housing assistance payment the owner will be
certifyingthat the rentto owneris not more thanrent charged by the ownerforcomparable unassisted
unitsinthe premises. If requested, the owner must give the PHA information on rents charged by the
ownerforotherunitsin the premises orelsewhere.

The data for other unassisted units will be gathered from newspapers, Realtors, professional
associations, inquiries of owners, market surveys, and other available sources.

The PHA maintains and updates unit comparability at 6 month intervalsinits commercial software
database. The followingitemsare included in the data used forrent reasonableness documentation:

e Size (numberof Bedrooms/square footage);
o Unit Type;
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o Age of unit;

e |ocation;

e Amenities (bathrooms, dishwasher, garbage disposal, garage, etc.);
e Quality of Maintenance;

e Utilities.

Units that were previously unassisted that become assisted (or become owner-occupied) are noted to
that effectand then will nolongerbe used for comparables while the unitisassisted (or owner-
occupied).

Rent Reasonableness Methodology

The commercial software is utilized to identify and use comparables first by the unit size and type, and
amenities. If there are no units available by the unitsize and type forthe largest bedroomssizes, any
similartype of unit of a smallerbedroom size may be used, and rentisimputed by adding $50/month
for the extrabedroom. Atleastthree comparable units are used and the gross rents averaged to
calculate the approvable comparable rentforthe proposed unit.

D. PAYMENT STANDARDS FOR THE VOUCHER PROGRAM [24 CFR 982.503]

The Payment Standard is used to calculate the housing assistance payment forafamily. In accordance
with HUD regulation, and atthe PHA’s discretion, the Voucher Payment Standard amountis set by the
PHA between90percentand 110 percentof the HUD published FMR. Thisis considered the basicrange.
The PHA reviews the appropriateness of the Payment Standard annually whenthe FMRis published. In
determiningwhetherachange is needed, the PHA will ensure that the Payment Standard is always
within the range of 90 percentto 110 percent of the new FMR, unless an exception payment standard
has been approved by HUD.

The PHA will establish asingle voucher payment standard amount foreach FMR area in the PHA
jurisdiction. Foreach FMR area, the PHA will establish payment standard amounts for each “unitsize”.
The PHA may have a higher payment standard within the PHA’s jurisdiction if needed to expand housing
opportunities outsideareas of minority or poverty concentration, aslongas the paymentstandardis
withinthe 90-110% of FMR range.

The PHA may approve a higher payment standard within the basicrange, if required as areasonable
accommodation fora family thatincludes aperson with disabilities.

Each year HUD issues new FMR’s on October 1. Westminser City Housing office will initiate these new

HUD issued FMR’s on November 1°tof each year in order to give proper notice to each tenantthat is
affected.
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E. ADJUSTMENTS TO PAYMENT STANDARDS [24 CFR 982.503]

Payment Standards may be adjusted, within HUD regulatory limitations, to increase Housing Assistance
Paymentsinorderto keep families'rents affordable. The PHA will not raise Payment Standards solely to
make "high end" units available to Voucher holders. The PHA may use some or all of the measures
below in makingits determination whetheran adjustment should be made to the Payment Standards.

Assisted Families' Rent Burdens

The PHA will reviewits voucher Payment Standard amounts at least annually to determinewhether
more than 40% of familiesina particular unitsize are paying more than 30% of theirannual adjusted
income forrent. If itis determined that particularunitsizesinthe PHA’s jurisdiction have payment
standard amounts that are creatingrent burdens forfamilies, the PHA will modify its payment standards
for those particular unitsizes. (See also PHA Decision Point below for further clarification.)

Quality of Units Selected

The PHA will reviewthe quality of units selected by participant families when making the determination
of the percent of income families are payingforhousing, to ensure that Payment Standard increases are
only made when needed to reach the mid-range of the market.

PHA Decision Point

The PHA will reviewthe average percent of income of families on the program. If more than 40% of
families are paying more than 30% of monthly adjusted income, the PHA will determine whetherthere
isa difference by vouchersize, whether families are renting units largerthan theirvouchersize, and
whetherfamilies are renting units which exceed HUD’s HQS and any additional standards added by the
PHA inthe Administrative Plan.

If families are paying more than 30% of theirincome forrentdue to the selection of larger bedroomssize
units or luxury units, the PHA may decline toincrease the payment standard. If these are not the
primary factors for families paying higherrents, the PHA will continueincreasing the payment standard.
The PHA will also considerthe HUD funding available to provide assistance to the families. If the funding
islessthan the amount neededto assistthe PHA’s current baseline number of units (289), the voucher
paymentstandard amounts will be held to be between the 90% - 100% of FMR to be able to assist more
households onthe program.

Rent to Owner Increases

The PHA may review asample of the units to determine how often owners are increasing rents and the
average percent of increase by bedroomsize. If the ownerisrequestinganincrease inthe rent, arent
comparability review will be completed.
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Time to Locate Housing

The PHA may considerthe average time period for families to lease up underthe Voucher program. If
more than 30% of Voucherholders are unable to locate suitable housing within the term of the voucher
and the PHA determines thatthisis primarily due tothe rentsin the jurisdiction being unaffordable for
families the Payment Standard may be adjusted.

Lowering of the Payment Standard

Lowering of the FMR may require an adjustment of the Payment Standard. Additionally, statistical
analysis may reveal that the Payment Standard should be lowered. In any case, the Payment Standard
will notbe setbelow 90 percent of the FMR without authorization from HUD.

Financial Feasibility

Before increasingthe Payment Standard, the PHA may review the budget to determine the impact
projected subsidy increases would have on funding available forthe program and number of families
served. Forthis purpose the PHA will compare the number of families who could be served undera
higher Payment Standard with the numberassisted under current Payment Standards. Afile willbe
retained by the PHA for at least three years to document the analysis and findings to justify whether or
not the Payment Standard was changed.

F. EXCEPTION PAYMENT STANDARDS

There are no exception payment standards inthe Westminster City Jurisdiction.

G. OWNER PAYMENT IN THE HOUSING CHOICE VOUCHER PROGRAM (24 CFR
982.308(G)

The owneris required to notify the PHA, in writing, at leastsixtydays before any change in the amount of
rentto ownerthatisscheduledtogointo effect. Any requested change inrentto ownerwill be subject
to rentreasonableness requirements. [24 CFR 982.503]
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Chapter 12 - RECERTIFICATIONS [24 CFR 982.516]

INTRODUCTION

In accordance with HUD requirements the PHA will reexamine the income and household composition
of all families atleastannually. Families will be provided accurate annual and interim rent adjustments.
Re-certifications and interim examinations willbe processed inamannerthat ensures families are given
reasonable notice of rentincreases. All annual activities will be coordinated in accordance with HUD
regulations. Itisa HUD requirementthatfamilies reportall changesin household composition. This
Chapterdefinesthe PHA's policy for conducting annual re-certifications and coordinating annual
activities. Italso explains the interim reporting requirements for families, and the standards for timely
reporting.

A. ANNUAL ACTIVITIES [24 CFR 982.516, 982.405]

There are two activities the PHA must conduct on an annual basis. These activities will be coordinated
whenever possible:

e Recertification of income and family composition;

e HQS inspection.

The PHA produces a monthly listing of units under contract to ensure that timely reviews of housing
quality and factors related to total tenant payment/family share can be made. Reexamination of the
family'sincome and composition must be conducted at least annually.

B. ANNUAL RECERTIFICATION/REEXAMINATION [24 CFR 982.516]

Familiesare required to be recertified atleast annually.

Moves between Reexaminations

When families moveto anotherdwelling unitanannual recertification will be required and the
anniversary date will be changed. If the family had a recent annual or interim recertification and the
verificationsforincome, assets, and deductions are less than 120 days old, and the family’s reported
income, assets, and deductions are the same, the current verifications can be used for the move/annual
recertification. Income limits are not used as a testfor continued eligibility at recertification.

Reexamination Notice to the Family

The PHA will maintain are-examination tracking system and the household willbe mailed the
recertification packetatleast 90 daysin advance of the anniversary date. If requested as an
accommodation by a person with a disability, the PHA will provide the noticein an accessible format.
The PHA will also mail the notice and recertification packetto athird party, if requested as reasonable
accommodation fora person with disabilities. These accommodations will be granted upon verification
that they meetthe need due totheirdisability.

100



Procedure

The PHA's procedure for conducting annual re-certifications will be:
o Allfamilies will be sentarecertification packet with a cover notice that notifies the family of
theirrecertification appointment to make sure all informationis provided.
o The caseworkerwill review the packet for completeness and to assure that all appropriate
signatures have been provided and willidentify whatis missing, if anything.
o Then, the caseworker will send off the third party verifications needed. (See Chapter 7 regarding
Verification Procedures.)

Persons with Disabilities

Persons with disabilities who are unable to complete the recertification packet and request assistance
from the PHA will be provided such assistance in the PHA Office orthe tenant’s home, upon verification
that the accommodation requested meets the need due to theirdisability. The person with a disability
will be required to eithersign the forms or make their mark with a witness attesting to the mark to
assure that the information provided by the familyis accurate and complete.

Completion of Annual Recertification

The PHA will have all re-certifications for families completed beforethe anniversary date. Thisincludes
notifying the family of any changesinrent, preferably 30days before the scheduled date of the change
infamily rent.

Collection of Information [24 CFR 982.516(f)]

The PHA has established appropriate recertification procedures necessary to ensure that the income
data provided by familiesis complete and accurate. The PHA will require the family to complete a
Affidavit of Rental Benefits Form and the Recertification Packet priorto all recertificationinterviews. If
the family needs assistance the PHA representative will interview the familyand enterthe information
provided by the family onthe recertification form, reviewthe information with the family and have
themsign the form.

Failure to attend the Annual Recertification appointment (or Complete Missing
Information or Signatures)

If the family has failed to attend the annual recertification appointment asincluded in the notice, the
PHA caseworkerwillsend afollow-up notice to the family advisingthem to contact the PHA withina
specified time period, orthey will be issued a notice of termination of their assistance. Ifare-
certification appointment has be re-scheduled and the tenant fails to attend the second re-certification
appointmentthenthe tenant will be issued a notice of termination of their assistance.

If the family’s annual recertification packetisincomplete the PHA caseworker willsend afollow-up
notice to the family advisingthem of the deadline for providing the missinginformation or signatures. If
the family failsto meetthat deadline the PHA caseworker will send a notice of termination of their
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assistance. All notices of termination of the family’s assistance willadvise them of theirright toan
informal hearing regarding the termination.

Verification of Information

The PHA will followthe verification procedures and guidelines described in Chapter 7 of this Plan.
Verifications for reexaminations must be less than 120 days old.

Tenant Rent Increases

If tenantrent increases written notice is required 30 days in advance to the family priorto the scheduled
effective date of the annual recertification. If adelayis due to the family’s failureto provide information
or verificationsinatimely manner, the rentincrease will be effective the date of the annual
recertification, provided the notice isinadvance of the date of the annual recertification. If there has
beena misrepresentation oramaterial omission by the family, orif the family causesadelayin the
reexamination processing, there will be aretroactive increase in rentto the scheduled effective date of
the annual recertification.

Tenant Rent Decreases

If tenant rent decreases, it will be effective on the anniversary date unless the family specifically
requests an Interim recertification to be effective the first of the following month and would be effective
a minimum of 30 days prior to the anniversary date. If the family causes adelay so thatthe processing of
the reexaminationis not complete by the anniversary date, rent change will be effective onthe first day
of the month following completion of the reexamination processing by the PHA.

C. REPORTING INTERIM CHANGES [24 CFR 982.516]

Program participants must reportall changesin household composition to the PHA between annual
reexaminations. This includes additions due to birth, adoption and court awarded custody. The family
must obtain PHA approval priorto all otheradditionstothe household. If any new “adult” family
memberisadded, an Interimrecertificationis required and family income mustinclude any income of
the new family member. The PHA will conduct areexamination to determine such additionalincome
and will make the appropriate adjustments in the housing assistance paymentand family unitsize.

The U.S. citizenship/eligibleimmigrant status of additional familymembers must be declared and
verified as required at the firstinterim or regular recertification after movinginto the unit.

Interim Recertification Policy

Changes in Income

The PHA will conductinterim re-certifications when families have changes that mayimpact income
calculations. All program participants mustreportall changesinincome and complete an Affidavit of
Rental Assistance Benefits form foran Interim recertification within 7 days of receipt of income.
(Examples would be to begin work; to begin receiving unemployment; to begin receiving child support;
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to beginreceiving TANF, begin receiving Social Security benefits etc.) The effective date of the interim
recertification will be the first of the first month following when the family began receiving the income.
(Example: The family began receivingincomeinJune, the increase shall be effective July 1.)

PHA Errors

Ifthe PHA makes a calculation error at admission to the program or at an annual reexamination, an
interim reexamination will be conducted, if necessary to correct the error, but the family will not be
charged retroactively. Families will be given decreases when applicable, retroactivetowhen the
decrease forthe change would have been effective if calculated correctly. Families will be given 30 days
advance notice of any increase inrentdue to correction of a PHA error.

D. OTHER INTERIM REPORTING ISSUES

An interimreexamination does not affect the date of the annual recertification. Any changes reported
by participants otherthanthose listed in Section C. thatrequire an interim reexamination will be noted
inthe file by the staff person butwill notbe processed between regularly-scheduled annualre-
certifications.

E. INCOME CHANGES RESULTING FROM WELFARE PROGRAM REQUIREMENTS
[24 CFR 5.615]

The PHA will notreduce the family share of rentforfamilies whose welfare assistance is reduced due to
a "specified welfare benefitreduction," which isareductionin benefits by the welfare agency
specifically because of:
e Fraud inconnection withthe welfareprogram, or;
¢ Noncompliance with awelfare agency requirement to participate in an economicself-sufficiency
program.

However, the PHA will reduce the rentif the welfare assistance reductionis aresult of:
e Theexpiration of alifetimetime limit on receiving benefits, or;
e Asituation where the family has complied with welfare program requirements but cannotor
has not obtained employment, or;
e Asituation where afamily member has not complied with other welfare agency requirements.

Should the TANF grant be discontinued and completely closed the PHA will reduce the rentif the family
requests aninterimrecertification.

Definition of Covered Family

A household that receives benefits for welfare or publicassistance from a State or publicagency
program which requires, as a condition of eligibility to receive assistance, the participation of afamily
memberinan economicself-sufficiency program.

103



Definition of "Imputed Welfare Income"

The amount of annual income, not actually received by afamily, as a result of a specified welfare benefit
reduction, thatisincludedinthe family’sincome for purposes of determining rent. The amount of
imputed welfare income is determined by the PHA, based on written information supplied to the PHA by
the welfare agency, including:

o Theamount of the benefitreduction

e Theterm of the benefitreduction

e Thereasonforthereduction

e Subsequentchangesinthe termoramount of the benefitreduction

The family's annual income will includethe imputed welfare income as determined at the family's
annual or interim reexamination, during the term of the welfare benefits reduction (as specified by the
welfare agency). The amount of imputed welfareincome will be offset by the amount of additional
income the family receives that commences afterthe sanction wasimposed. When additional income
from othersourcesis at leastequal tothe imputed welfareincome, the imputed welfare income will be
reducedtozero.

If the family was not an assisted resident when the welfare sanction began, imputed welfare income will
not beincludedinannual income.

If the family claims the amount of imputed welfareincome has been calculated incorrectly, the Program
Supervisor willreview the calculation foraccuracy. If the imputed welfare incomeamountis correct, the
PHA will provide awritten notice to the family thatincludes:

o A briefexplanation of how the amount of imputed welfare income was determined;

e Astatementthatthe family mayrequestaninformal hearingif they do notagree with the PHA
determination.

Verification before Denying a Request to Reduce Rent

The PHA will obtain verification from the welfare agency stating that the family’s benefits have been
reduced due to fraud or noncompliance with welfare agency economicself-sufficiency or work activities

requirements before denying the family’s request forrentreduction. The PHA will rely onthe welfare
agency’s written notice to the PHA regarding welfare sanctions.

Cooperation Agreements [24 CFR 5.613]

The PHA currently has no Cooperation Agreement (s) with the local welfare agency(s).

Family Dispute of Amount of Imputed Welfare Income

If the family disputes the amount of imputed incomeand the PHA deniesthe family’s request to modify
the amount, the PHA will provide the tenant with a notice of denial, which will include:
o Anexplanationforthe PHA’s determination of the amount of imputed welfare income;
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e Astatementthatthe tenant mayrequestan informal hearing;

e Astatementthatthe grievance information received from the welfare agency cannotbe
disputed atthe informal hearing, and the issue to be examined at the informal hearing will be
the PHA’s determination of the amount of imputed welfare income, not the welfareagency’s
determination to sanction the welfare benefits.

F. NOTIFICATION OF RESULTS OF RECERTIFICATIONS [HUD NOTICE PIH 98-6]
The HUD Form 50058 will be completed and transmitted as required by HUD.

The Notice of Rent Change is mailed tothe ownerand the tenant. Signatures are not required by the
PHA. If the family disagrees with the rent adjustment, they may request aninformal hearing.

G. TIMELY REPORTING OF CHANGES IN INCOME (AND ASSETS)[24 CFR
982.516(C)]

Standard for Timely Reporting of Changes

The PHA requiresthatfamilies reportinterim changestothe PHA within 7 days of when the change
occurs. Any information, document or signature needed from the family which is needed to verify the
change must be provided within 14 days of the change. If the changeis not reported withinthe
required time period, orif the family fails to provide documentation orsignatures, it will be considered
untimely reporting.

Procedures when the Change is reported in a Timely Manner

The PHA will notify the family and the owner of any change in the Housing Assistance Payment to be
effectiveaccordingto the following guidelines:
e Increasesinthe TenantRentare effective onthe first day of the 1st month followingthatin
which the change occurred.
e Decreasesinthe TenantRentare effective the first of the month following thatin which the
change is reported. However, norentreductions willbe processed until all the facts have been
verified, evenif aretroactive adjustment results.

The change may be implemented based on documentation provided by the family, pending third-party
written verification.

Procedures when the Change is not reported by the Family in a Timely Manner

If the family does notreportthe change as described under Timely Reporting the family will have caused
an unreasonable delayinthe interim reexamination processing and the following guidelines will apply:
e IncreaseinTenantRentwill be effective the first of the following month afterreporting. An
overpayment of HAP will resultin the tenant owing money tothe HA. The HA will calculate the
overpaymentinthe monththe income was earned. The calculation will be retroactive to the
month following the date of the income. The family willnot be eligible forthe 30 day notice of

105



anincrease inrent. The family will be liable for any overpaid housing assistance and will be
required tosigna Repayment Agreement.

e DecreaseinTenantRentwill be effective onthe first of the month following the month thatthe
change was reported.

Procedures when the Change is not processed by the PHA in a Timely Manner

"Processedinatimely manner" meansthatthe change goesinto effectonthe date it should whenthe
family reports the change in a timely manner. If the change cannot be made effective onthatdate, the
change is not processed by the PHA in a timely manner. Inthis case, an increase will be effective after 30
day notice priorto the first of the month after completion of processing by the PHA. If the change
resultedinadecrease, the overpayment by the family will be calculated retroactively to the date it
should have been effective, and the familywill be paid back the amount they were overcharged.

H. CHANGES IN VOUCHER SIZE AS A RESULT OF FAMILY COMPOSITION
CHANGES [24 CFR 982.516(C)]

(See "Subsidy Standards" chapter.)

I. CONTINUANCE OF ASSISTANCE FOR "MIXED" FAMILIES [24 CFR 5.518]

Under the Noncitizens Rule, "mixed" families are families thatinclude at least one citizen oreligible
immigrantand any number of ineligible members. The Noncitizens Rule wasimplemented priorto
November29, 1996, and "mixed" families who were participants as of June 19, 1995, shall continue
receivingfullassistance if they meetall of the following criteria:
e Thehead of household orspouseisaU.S. citizen or has eligibleimmigrant status, and;
e Allmembers of the family otherthanthe head, the spouse, parents of the head or the spouse,
and children of the head or spouse are citizens oreligibleimmigrants.

The family may change the head of household to qualify under this provision.

J. MISREPRESENTATION OF FAMILY CIRCUMSTANCES

If any participantdeliberately misrepresents the information on which eligibility ortenantrentis
established, the PHA may terminate assistance and may referthe family file/record to the proper
authorities forappropriate disposition.
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Chapter 13 - MOVES WITH CONTINUED ASSISTANCE or
PORTABILITY [24 CFR 982.314, 982.353, 982.355(a)]

INTRODUCTION

HUD regulations permit families to move with continued assistance to anotherunitwithinthe PHA's
jurisdiction, orto a unit outside of the PHA's jurisdiction under portability procedures. The regulations
alsoallow the PHA the discretion to develop policies which defineany limitations or restrictions on
moves. This chapterdefinesthe procedures for moves, both within and outside of, the PHA's
jurisdiction, and the policiesforrestriction and limitations on moves.

A. ALLOWABLE MOVES

A family may move to a new unit with continued assistance if:

e Theassistedlease forthe old unithasterminated because the PHA has terminated the HAP
contract for ownerbreach, or the lease was terminated by mutual agreement of the ownerand
the family;

e Theownerhas giventhe family anotice tovacate, or has commenced an action to evictthe
tenant, or has obtained a court judgment or other process allowing the ownerto evictthe
family (unless assistance to the family will be terminated);

e Thefamily hasgiven propernotice of lease termination (and if the family has aright to
terminate the lease on appropriate noticeto owner).

B. RESTRICTIONS ON MOVES [24 CFR 982.314, 982.552(A)]

Families will not be permitted to move within the PHA’s jurisdiction or outside the PHA’s jurisdiction
under portability procedures during the initial year of assisted occupancy unless a mutual termination
agreementissigned by both the landlord and the tenant. Such mutual termination agreement moves
are subjectto approval by the Housing Services Program Supervisor..

Families will not be permitted to move more than once ina 12-month period. The PHA will deny
permissionto move if there is insufficient funding for continued assistance as determined by the PHA.
The PHA will restrict moves to higher cost rentals due to insufficientfunding as determined by the
PHA. The PHA will deny permission to move if:

[J The family has violated afamily obligation;

[] The family owes the PHA money;

[J The family has moved orbeenissued avoucherwithin the last twelve months.

The PHA may make exceptions to these restrictionsif there isan emergency reason forthe move over
which the participant has no control.
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C. PROCEDURE FOR MOVES [24 CFR 982.314]

Issuance of Voucher

Subjecttothe restrictions on movesif the family has not been recertified within the last 120 days, the
PHA willissue the voucherto move only after completion of a recertification. The family must provide
the PHA with a copy of their written 30-day notice to vacate, with the landlord’s signature as received or
a Certificate of Mailing from a Post Office when they mailed the notice to the landlord. This must be

provided priorto completion of the “Move” recertification.

Note: The PHA will not pay any overlap of assistance — the PHA will not begin assistance on a new unit
until the old contract has ended.

If the family does notlocate anew unit, they may remaininthe currentunitso longas the owner
permits.

The annual recertification date will be changed to coincide with the new lease-up date.

Notice Requirements

Briefing sessions emphasize the family's responsibility to give the ownerand the PHA properwritten
notice of any intenttomove. The family must give the ownerthe required 30-days written notice of
intentto vacate specified inthe lease and must give acopy to the PHA simultaneously. Please note the
documentation requirements listed above under Issuance of Voucher.

Time of Contract Change

A move withinthe same building or project orbetween buildings owned by the same owner, will be
processed like any other move, including that there will be no overlapping of assistance. In a move,
assistance stops at the old unit at the end of the month in which the tenant ceased to occupy, unless the

tenantleft priorto the end of theirrent obligation under a proper 30-day notice which carried theirrent
obligationinto the following month. Assistance will not start on the new unit until afterthe contract has
terminated on theirpriorunit. Assistance payments may not overlap and the new contract cannot begin
until the old contract has been terminated. This means the tenant will be responsible forthe full renton
the new unituntil the assistance obligation has ended on the prior contract.

D. PORTABILITY [24 CFR 982.353]

Portability applies to families moving out of or into the PHA's jurisdiction within the United States and its
territories.

E. OUTGOING PORTABILITY [24 CFR 982.353, 982.355]

Within the limitations of the regulations and this policy, a participant family has the right toreceive
tenant-based voucherassistance to lease aunit outside the PHA’s jurisdiction,anywhere in the United
States, inthe jurisdiction of a PHA with a tenantbased program. When a family requests to move
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outside of the PHA's jurisdiction the request must specify the areato which the family wants to move. If
there is more than one PHA inthe area in which the family has selected a unit, the PHA will choose the
receiving PHA.

The PHA will deny permissionto move to a jurisdiction with higher payment standards if there is
insufficient funding provided by HUD to pay the higher obligation unless the receiving PHA is willing to
absorb the family into their own program.

Restrictions on Portability

Applicants

If neitherthe head of household orspouse had a domicile (legalresidence) inthe PHA's jurisdiction at
the date of theirinitial application forassistance, the family will not be permitted to exercise portability
uponinitial issuance of avoucher, unless the PHA approves such move. [NOTE: legal domicile is defined
by local government.] Fora portable applicantfamily, the family must be eligible foradmission under
the receiving PHA’s program to be accepted.

Additionally, if afamilyis notlivingin Westminster City at the time they are called in from the waiting
list, the family willbe required to lease in Westminster City for one year priorto exercising portability.

Participants

Afteran applicant hasleased-upinthe jurisdiction of the initial housing agency they cannot exercise
portability during the first year of assisted occupancy, exceptif the receivingandinitial PHA agree to
allowthe move, anditis considered an emergency reason forthe move, overwhich the participant has
no control. An example would be a move necessitated due to threats of harm due to domesticviolence
issues.

The PHA will not permitfamiliesto exercise portability:
e Ifthe familyisinviolation of afamily obligation;
o Ifthe family owes moneytoany PHA;
o [fthe family has moved out of its assisted unitin violation of the lease.

Receiving PHA's will be required to submit hearing determinations to the PHA within 30 days, if
applicable.

F. INCOMING PORTABILITY [24 CFR 982.354, 982.355]

Absorption or Administration

The PHA will accepta family with avalid voucherfrom anotherjurisdiction and administer orabsorb the
voucher. If administering, the family will be issued a "portable" voucher by the PHA. The term of the
voucher will not expire before the expiration date of any initial PHA voucher. The family must submita
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requestforapproval of tenancy foran eligible unitto the receiving PHA during the term of the receiving
PHA voucher. The receiving PHA may grant extensions in accordance with this Administrative Plan.
However, if the family decides notto lease-up inthe PHA's jurisdiction, they must contact the initial PHA
to requestan extension.

The PHA will absorb incoming vouchersin cases where the initial PHA absorbs an equal number of the
PHA's outgoing vouchers, provided the PHA has sufficient funds to absorb the vouchers.

Incoming portable families whose vouchers are being administered willnot be absorbed unless the PHA
has determined thatit would be advantageous forthe PHAto doso. Thisdetermination will be made by
the PHA Program Supervisor. Whenthe PHA does notabsorb the incomingvoucher, it will administer
theinitial PHA's voucher. However, City of Westminster Housing Authority’s policies will prevail as the
receiving PHA.

For admissiontothe programa family mustbe income eligible inthe areawhere the family initially
leasesaunitwith assistance underthe program. The receiving PHA does not re-determine income limit
eligibility fora portable family that was already receiving assistancein the initial PHA Section 8 tenant-
based program.

The PHA will issue a "portability voucher" according to its own Subsidy Standards. If the family has a
change in family composition which would change the vouchersize, the PHA will change to the proper
size based onitsown Subsidy Standards.

Income and Total Tenant Payment of Incoming Portables [982.353(d)]

As receiving PHA it will conduct arecertification interview. If the documents necessary to complete the
recertification are missingorare over 120 daysold, or there has been achange in the family’s
circumstances, the PHA must obtain new verifications to complete the recertification.

If the family'sincome is such thata SO subsidy amountisdetermined priortolease-upinthe PHA's
jurisdiction, the PHA will refuse to enterinto a contract on behalf of the family at SO assistance.

Requests for Tenancy Approval

When the family submits aRequest for Tenancy Approval it will be processed using the PHA's policies. If
the family does not submita RTA or does notexecute alease, the initial PHA will be notified within 30
days of the expiration of the Voucher by the PHA. If the family leases up successfully, the PHA will notify
theinitial PHA within 60days, and the billing process willcommence. If the PHA denies assistance to the
family, the PHA will notify the initial PHA within 30 days and the family will be offered areview or
informal hearing. The PHA will notify the family of its responsibility to contact the initial PHA if the
family wishes to move outside the PHA's jurisdiction under continued portability.
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Regular Program Functions

The PHA will perform all program functions applicable to the tenant-based assistance program, such as:
e Annual reexaminations of family income and composition;
e Annualinspection of the unit; and

e Interimexaminations, when requested by the family or required by this Administrative Plan.

Terminations

The PHA will notify the initial PHA in writing of any termination of assistance immediately of the
termination. If aninformal hearingis required and requested by the family, the hearing will be
conducted by the PHA, using the regular hearing proceduresincludedin this Plan. A copy of the hearing
decision willbe furnished to the initial PHA.

The initial PHA will be responsible for collectingamounts owed by the family for claims paid and for
monitoring repayment. If the initial PHA notifies the PHA that the familyisin arrears or the family has
refusedtosigna paymentagreement, the PHA willterminate assistance to the family.

Required Documents

As receiving PHA, the PHA will require the documents listed on the HUD Portability Billing Form from the
initial PHA.

Billing Procedures

As receiving PHA, the PHA will bill the initial PHA monthly for housing assistance payments,
administrativefees, and special claims (such as Lead-Based Paint Clearance testing) unless requested
otherwise by the initial PHA.

The PHA will bill 100% of the housing assistance payment, 100% of special claims and 80% of the
administrativefee (atthe initial PHA's rate) for each "portability" voucher leased as of the first day of
the month. The PHA will notify the initial PHA of changesin subsidy amounts and will expect the initial
PHA to notify the PHA of changesin the administrative feeamountto be billed.
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Chapter 14 - CONTRACT TERMINATIONS [24 CFR 982.311,
982.314]

INTRODUCTION

The Housing Assistance Payments (HAP) contractis the contract between the ownerand the PHA which
definesthe responsibilities of both parties. This chapter describes the circumstances under which the
contract can be terminated by the PHA and the owner, and the policies and proceduresforsuch
terminations.

A. CONTRACT TERMINATION [24 CFR 982.311]

The term of the HAP contract is the same as the term of the lease. The contract between the ownerand
the PHA may be terminated by the PHA, or by the owneror tenantterminatingthe lease.

No future subsidy payments on behalf of the familywill be made by the PHA to the owner after the
month in which the contract is terminated. The owner must reimburse the PHA forany subsidies paid by
the PHA forany period afterthe contract termination date. If the family continues to occupy the unit
afterthe Section 8 contract is terminated, the family is responsible forthe total amount of rent due to
the owner.

Aftera contract termination, if the family has a “move” voucherand meets the criteriafora move with
continued assistance, the family may lease-up in another unit. The contract for the new unit may not
begin until the contractfor the old unit has terminated.

B. TERMINATION BY THE FAMILY: MOVES [24 CFR 982.314(C)(2)]

Family termination of the lease must be in accordance with the terms of the lease and must be reported
to the PHA at least 30 days in advance of the termination.

C. TERMINATION OF TENANCY BY THE OWNER: EVICTIONS [24 CFR 982.310,
982.455]

Ifthe ownerwishestoterminate the lease, the owner must provide proper notice as statedinthe lease.
Duringthe term of the lease, the owner may not terminate the tenancy exceptforthe grounds statedin
the HUD regulations. Duringthe term of the lease the owner may only evict for:
Serious orrepeated violations of the lease, including but not limited to failureto pay rentor
otheramounts due underthe lease, orrepeated violation of the terms and conditions of the
lease;
Violations of Federal, state or local law that imposes obligations on the tenantin connection
with the occupancy or use of the premises; or criminal activity by the tenant, any member of the
household, aguestoranotherperson underthe tenant's control that threatens the health,
safety or rightto peaceful enjoyment of the premises by the otherresidents, or persons residing
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inthe immediatevicinity of the premises orany drug related criminal activity on or near the
premises;
Othergood cause.

Duringtheinitial term of the lease, the owner may not terminate the tenancy for “other good cause”
unlessthe owneristerminatingthe tenancy because of something the family did orfailed todo (see
982.310).

Evidence of Criminal Activity

The owner may terminate tenancy and evict by judicial action afamily for criminal activity by a covered
person if the ownerdetermines they have engaged in the criminal activity:

Regardless of arrest or conviction;

Without satisfying the standard of proof used fora criminal conviction.

Termination of Tenancy Decisions

If the law and regulations permit the ownerto take an action butdon’t require action to be taken, the
ownercan decide whetherto take the action. Relevant circumstances for considerationinclude:

e Theseriousness of the offense;

o Theeffectonthe community;

o The extent of participation by household members;

e Theeffectonuninvolved household members;

¢ Thedemandfor assisted housing by families who willadhere to responsibilities;

o Theextenttowhichleaseholderhasshown personal responsibility and taken all reasonable

stepsto preventormitigate the offending action;
o Theeffectontheintegrity of the program.

Consideration of Rehabilitation

When determining whetherto terminate the tenancy forillegal drug use oralcohol abuse, the owner
may consider whetherthe member:

Isno longer participating;

Is successfully participatinginasupervised drugoralcohol rehab program;

Has successfully completed asupervised drug or alcohol rehab program;

Has otherwise been successfully rehabilitated.

The ownermay require the tenant to submitevidence of any or all of the three (above). Actions of
termination by the owner must be consistent with the fairhousingand equal opportunities as stated in
24 CFR 5.105.

The owner must provide the tenantawritten notice specifying the grounds for termination of tenancy,
at or before the commencement of the eviction action. The notice may be included in, or may be
combined with, any ownereviction notice to the tenant. The ownereviction notice meansanotice to
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vacate, or a complaint, or otherinitial pleading used under State orlocal law to commence an eviction
action.

Housing assistance payments are paid to the ownerunderthe terms of the HAP contract. If the owner
has begun eviction and the family continuesto residein the unit, the PHA must continue to make
housing assistance payments to the owneruntil the ownerhas obtained acourtjudgmentorother
process allowingthe ownerto evictthe tenant orthe tenant has moved out of the unit.

The PHA must continue making housing assistance payments to the ownerin accordance with the
contract as longas the tenant continues to occupy the unitand the contract is not violated. By
endorsingthe monthly check fromthe PHA, the owner certifies that the tenantis still in the unit, the
rentis reasonable and the ownerisin compliance with the contract.

If an evictionis notdue toa serious orrepeated violation of the lease, and if the PHA has no other
groundsfor termination of assistance, the PHA may issue anew voucher so that the family can move
with continued assistance.

D. TERMINATION OF THE CONTRACT BY PHA [24 CFR 982.404(A), 982.453,
982.454, 982.552(A)(3)]

The HAP contract terminates when the lease terminates, when the PHA terminates program assistance
for the family, and when the owner has breached the HAP contract. The PHA may alsoterminate the
contract if:

The PHA terminates assistance to the family;

The family isrequired to move froma unitwhen the unit does not meetthe HQS space

standards because of an increase in family size orachange in family composition;

Fundingis nolongeravailableunderthe Annual Contributions Contract.

The contract will terminate automatically if 180 days have passed since the last housing assistance
paymenttothe owner.

Notice of Termination

Whenthe PHA terminates the HAP contract under the violation of HQS space standards or whenthe
PHA terminates assistance to the family, the PHA will provide the ownerand family written notice of
termination of the contract, and the HAP contract terminates at the end of the calendar month that
followsthe calendar month in which the PHA gives such notice to the owner. Unless the tenant has
vacated the unitin violation of the Family Obligations and or the tenantis no longer occupyingthe unit
with or without propernotice. If Landlordisinviolation of the HCV program no payments will be made
regardless of the 30 day notice as mentioned above.
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Chapter 15 - DENIAL OR TERMINATION OF ASSISTANCE [24 CFR
5.902, 5.902, 5.903, 5.905, 982.4, 982.54, 982.552, 982.553]

INTRODUCTION

The PHA may deny or terminate assistanceforafamily because of the family's action orfailure to act.
The PHA will provide families with awritten description of the family obligations underthe program, the
grounds underwhich the PHA can deny orterminate assistance, and the PHA'sinformal hearing
procedures. This chapterdescribes whenthe PHA isrequired to deny orterminate assistance, and the
PHA's policies forthe denial of anew commitment of assistance and the grounds for termination of
assistance underan outstanding HAP contract.

A. GROUNDS FOR DENIAL/TERMINATION [24 CFR 982.54, 982.552, 982.553]

If denial orterminationis based upon behaviorresulting from a disability, the PHA will delay the denial
or terminationinordertodetermine if there isan accommodation that would negate the behavior
resulting from the disability.

Form of Denial/Termination

Denial of assistance foran applicant may include any orall of the following:
Denial for placement on the PHA waitinglist;
Denial orwithdrawal avoucher;
Refusal to enterinto a HAP contract or approve a tenancy;
Refusal to process or provide assistance under portability procedures.

Termination of assistance fora participant mayinclude any or all of the following:
Refusal to enterintoa HAP contract or approve a tenancy;
Terminating housing assistance payments underan outstanding HAP contract;
Refusal to process or provide assistance under portability procedures;
Refusal toissue avoucherfor moving.

Mandatory Denial and Termination [24 CFR 982.54 (d), 982.552(b), 982.553(a),
982.553(b)]

The PHA mustdeny assistance to applicants, and terminate assistance for participantsif the familyis
under contract and 180 days have elapsed since the PHA's last housing assistance payment was made.

The PHA must permanently deny assistance to applicants, and terminate the assistance of persons

convicted of manufacturing or producing methamphetamine on the premises of federally assisted
housing.
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The PHA must deny admission to the program for applicants, and terminate assistance for program
participantsif the PHA determinesthat any household memberis currently engaginginillegal use of a
drug.

The PHA must deny admission to the program for applicants, and terminate assistance for program
participantsif the PHA determines thatithasreasonable cause to believe that ahousehold member’s
illegal drug use ora pattern of illegal drug use may threaten the health, safety, or right to peaceful
enjoyment of the premises by otherresidents.

The PHA must deny admissionto an applicantif the PHA determines that any member of the household
issubjectto aregistrationrequirement under a State sex offender registration program. See section B of
this chapterfor the PHA’s established standards regarding criminal background investigation and
determiningwhetheramemberof the householdis subjectto a registration requirement under a State
sex offenderregistration program.

The PHA must terminate program assistance fora family evicted from housing assisted under the
program forseriousviolation of the lease.

The PHA must deny admission to the program for an applicant or terminate program assistance fora
participantif any member of the family fails to sign and submit consentforms for obtaininginformation
inaccordance with 24 CFR Part 5, subparts B and F.

The PHA must deny admission orterminate assistance when required under the regulations to establish
citizenship oreligible immigration status.

Grounds for Denial or Termination of Assistance [24 CFR 982.552(c)]

The PHA will deny program assistance foran applicant, orterminate program assistance fora
participant, forany of the following reasons:
Any family member violates any family obligation under the program as listedin 24 CFR
982.551;
Any family member has violated the family obligation under 24 CFR 982.551 not toengagein
any drug-related criminal activity. See Section B of this chapterfor the PHA’s established
standards;
Any family member has violated the family obligation under 24 CFR 982.551 not toengagein
any violent criminalactivity;
Any member of the family has been evicted from federally assisted housingin the last five
years;
Any member of the family commits fraud, bribery orany other corruptor criminal actin
connection with any federal housing program;
The family currently owes rent or otheramounts to the PHA or to another PHA in connection
with Section 8 or publichousing assistance underthe 1937 Act.
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The family has not reimbursed any PHA foramounts paid to an ownerundera HAP contract
for rent, damagesto the unit, orother amounts owed by the family underthe lease.

The family breaches an agreement with aPHA to pay amounts owed to a PHA, or amounts
paidto an ownerbya PHA. The PHA at its discretion may offerthe familythe opportunity to
enterintoarepaymentagreement. The PHA will prescribethe terms of the agreement.

The family fails to fulfill its obligation under the Section 8 welfare-to-work voucher program.
The family has engagedin orthreatened abusive orviolent behavior toward PHA personnel.
"Abusive orviolent behaviortowards PHA personnel" includes verbal as well as physical abuse
orviolence. Use of expletives that are generally considered insulting, racial epithets, or other
language, written ororal, thatis customarily used to insult orintimidate, may be cause for
termination ordenial. "Threatening" refersto oral or written threats or physical gestures that
communicate intenttoabuse orcommitviolence.

Actual physical abuse orviolence willalways be cause for termination.

Any member of the family engagesin, orhas engagedindrugor alcohol abuse thatinterferes
with the health, safety or peaceful enjoyment of other residents.

Any member of the family commits drug-related criminalactivity, or violent criminal activity.

B. SCREENING AND TERMINATION FOR DRUG ABUSE AND OTHER CRIMINAL
ACTIVITY

Purpose

All federally assisted housingisintended to provide a place to live and raise families, nota place to
commitcrime, to use or sell drugs or terrorize neighbors. Itis the intention of City of Westminster
Housing Authority to fully endorseand implement a policy designed to:

Help create and maintain asafe and drug-free community;

Keep our program participants free fromthreatsto their personal and family safety;
Support parental efforts toinstill values of personal responsibility and hard work;
Help maintainan environment where children can live safely, learnand grow up to be
productive citizens;

Assistfamiliesin theirvocational/educational goalsin the pursuit of self-sufficiency.

Administration

All screeningand termination of assistance procedures shallbe administered fairly and in such a way as
not to violate rights to privacy or discriminate on the basis of race, color, nationality, religion, familial

status, disability, sex orotherlegallyprotected groups.

To the maximum extent possible, the PHA will involve other community and governmental entities in

the promotion and enforcement of this policy.

This policy will be posted onthe PHA’s website and copies made readily available to applicants and
participants uponrequest.
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Screening of Applicants

In an effortto prevent future drugrelated and other criminal activity, as well as other patterns of
behaviorthat pose a threatto the health, safety orright to peaceful enjoyment of the premises by other
residents, and as required by 24 CFR 982, Subpart L and CFR Part 5, SubpartJ, the PHA will endeavorto
screen applicants as thoroughly and fairly as possible for drug-related and violent criminal behavior.
Such screening willapply to any member of the household who is 18 years of age or older.

HUD Definitions

Covered person, for purposes of 24 CFR Part 982 and this chapter, means a tenant, any member of the
tenant’s household, aguest oranotherperson underthe tenant’s control.

Drug means a controlled substanceas defined in section 102 of the Controlled Substances Act (21 U.S.C.
802).

Drug-related criminal activity means the illegal manufacture, sale, distribution, or use of a drug, or the
possession of adrugwith intentto manufacture, sell, distribute or use the drug.

Guest, for purposes of this chapterand 24 CFR part 5, subpart Aand 24 CFR Part 982, meansa person
temporarily stayingin the unit with the consent of atenant or other member of the household who has
express orimplied authority to so consent on behalf of the tenant. The requirements of part 982 apply
to a guestas so defined.

Household, forthe purposes of 24 CFR Part 982 and this chapter, meansthe family and PHA-approved
live-in aide.

Otherperson underthe tenant’s control, for the purposes of the definition of covered person and for 24
CFR Parts 5 and 982 and for this chapter, means that the person, although not stayingas a guest(as
definedinthischapter)inthe unit, is, orwas at the time of the activity in question, on the premises
because of an invitation fromthe tenant or other member of the household who has express orimplied
authority toso consenton behalf of the tenant. Absent evidence tothe contrary, a persontemporarily
and infrequently onthe premises solely for legitimate commercial purposes is not under the tenant’s
control.

Violent criminal activity means any criminal activity that has as one of its elements the use, attempted
use, or threatened use of physical force substantial enough to cause, or be reasonably likely to cause,
serious bodilyinjury or property damage.

In the above definition of violence (“the intentional use of physical force or power, threatened or
actual, against oneself, another person, or against a group or community, that either results in or
has a high likelihood of resulting in injury, death, psychological harm, mal-development or

deprivation) the inclusion of the word ““power,”” in addition to the phrase "use of physical force,"
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broadens the nature of a violent act and expands the conventional understanding of violence to
include those acts that result from a power relationship, including threats and intimidation. The
"use of power" also serves to include neglect or acts of omission, in addition to the more obvious
violent acts of commission. Thus, "the use of physical force or power" should be understood to
include neglect and all types of physical, sexual and psychological abuse, as well as suicide and
other self-abusive acts.

This definition covers a broad range of outcomes — including psychological harm, deprivation
and maldevelopment. This reflects a growing recognition of the need to include violence that
does not necessarily result in injury or death, but that nonetheless poses a substantial burden on
individuals, families, communities and health care systems worldwide. Many forms of violence
against women, children and the elderly, for instance, can result in physical, psychological and
social problems that do not necessarily lead to injury, disability or death. These consequences
can be immediate, as well as latent, and can last for years after the initial abuse. Defining
outcomes solely in terms of injury or death thus limits the understanding of the full impact of
violence on individuals, communities and society at large.[2l

Standard for Violation

The PHA will deny participationinthe programto applicants and terminate assistance to participantsin
caseswhere the PHA determines thereisreasonablecause to believe thatahousehold memberis
illegally usingadrugor if the person abusesalcohol ina way that may interfere with the health, safety
or right to peaceful enjoyment of the premises by otherresidents,including cases wherethe PHA
determinesthatthereisa patternofillegal use of adrug or a pattern of alcohol abuse. The PHA will
considerthe use of a controlled substance oralcohol to be a patternif there is more than one incident

duringthe previous six months.

“Engagedin or engagingin” violent criminal activity means any act within the pastfive years by an
applicantor participant or household member which involved criminal activitythat has as one of its
elements the use, attempted use, or threatened use of physical force substantial enough to cause, or be
reasonably likely to cause, serious bodily injury or property damage, which resulted inthe arrest and/or
conviction of the applicant, participant, or household member.

The existence of the above-referenced behavior by any household member, regardless of the applicant
or participant’s knowledge of the behavior, shallbe grounds for denial or termination of assistance.

In evaluating evidence of negative past behavior, the PHA will givefair consideration tothe seriousness

of the activity with respectto how it would affect otherresidents, and/or likelihood of favorable
conduct in the future which could be supported by evidence of rehabilitation.
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Drug Related and Violent Criminal Activity

Ineligibility for admission if evicted for Drug-Related Activity:

Persons evicted from federally assisted housing because of drug-related criminal activityare ineligible
for admissiontothe Section 8 program for a five-year period beginning on the date of the last such
eviction.

Applicants, who have engagedin drug-related criminal activity, are ineligible for admission to the
Section 8 program fora five-year period beginning on the date of the lastincidence of criminal activity.
However, the household may be placed on the waitinglist, after considering the individual
circumstances of the household, if the PHA determines that:
The household memberwho engagedin drug-related criminal activity has entered, and s
successfully participatingin, asupervised drug rehabilitation program approved by the PHA. The
household will not be taken off the waitinglist, and processed fora Voucher, until such time as
the household member provides evidence that s/he has COMPLETED the rehabilitation program.
The circumstances leadingto eviction no longer exist because:
The criminal household member has died.
The criminal household memberisimprisoned.

The above waiver of denial DOES NOT extend to household members having been previously
involved inany manufacturing or delivery of acontrolled substance. For these types of activities,
denial of assistance willbe made forthe full five (5) years from the lastengagementin
prohibited activity.

The PHA will permanently deny assistance to applicants, and terminate the assistance of
persons convicted of manufacturing or producing methamphetamine on or off the premises of
federally assisted housing without waiver ability.

Applicants willbe denied assistance if they have been arrested for violent criminal activity within the
last five years prior to the date of the certification interview.

Denial of Assistance for Sex Offenders

The PHA will deny admission if any member of the household is subject to a registration requirement
under a State sex offenderregistration program. In screening applicants, the PHA will perform criminal
history background checks to determine whetherany household memberis subject to a sex offender
registration requirement.

Termination of Assistance for Participants

Termination of Assistance for Drug-related Criminal Activity or Violent Criminal
Activity:
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Under the family obligations listed at 24 CFR 982.551, the members of the household must notengage
indrug-related criminal activity or violent criminal activity or other criminal activity that threatens the
health, safety orright to peaceful enjoyment of otherresidents and persons residingin the immediate
vicinity of the premises. HUD regulations at 24 CFR 982.553(b) requires the PHA to establish standards
for termination of assistance when this family obligation is violated. The City of Westminster Housing
Authority has established the following standards for termination of assistance for the family when a
household member has violated the family obligation to refrain from participatingin drug-related or
violent criminal activity:

e Assistance willbe terminated for participants who have been arrested for drug-related or
violent criminal activity during participationinthe program, and within the last five years prior
to the date of the notice to terminate assistance.

e Ifany memberof the household violates the family obligations by engagingin drug related or
violent criminal activity, the PHA willterminate assistance.

In appropriate cases, the PHA may permit the family to continue receiving assistance provided that
family members determined to have engagedinthe proscribed activities will not reside in the unit. If the
violating memberisaminor, the PHA may considerindividual circumstances with the advice of Juvenile

Court officials.

The PHA may waive the termination of assistance fordrug-related criminal activity if:
The person demonstrates successful participation and completion of a credible rehabilitation
program approved by the PHA, or;
The circumstances leading to the violation nolonger exist because the person who engagedin
drug-related criminal activity orviolent criminalactivity is nolongerin the household due to
death orincarceration.

This waiverauthority will notbe usedin cases where person(s) have engaged in drug-related criminal
activity related to manufacturing or delivery of a controlled substance.

The PHA will permanently deny assistance to applicants, and terminate the assistance of persons
convicted of manufacturing or producing methamphetamine on or off the premises of federally assisted

housing without waiver ability.

Terminating Assistance for Alcohol Abuse by Household Members

Under the family obligations listed at 24 CFR 982.551, the members of the household must notabuse
alcohol ina way that threatens the health, safety orrightto peaceful enjoyment of otherresidentsand
personsresidinginthe immediatevicinity of the premises. Assistance will be terminated due to violation
of a family obligationif the PHA determines thata member of the household has demonstrated a
pattern of alcohol abuse that threatens the health, safety orright to peaceful enjoyment of other
residents and persons residingin the immediate vicinity of the premises.
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Assistance willbe terminated if ahousehold memberis arrested for any alcohol-related criminal activity
on or nearthe premiseswithinany 12 month period.

In appropriate cases, the PHA may permit the family to continue receiving assistance provided that
household members determined to have engagedinthe proscribed activities willnot reside in the unit.
If the violatingmemberis a minor, the PHA may considerindividual circumstances with the advice of
Juvenile Court officials.

Notice of Termination of Assistance

In any case where the PHA decides to terminate assistanceto the family, the PHA must give the family
written notice, which states:
The reason(s) forthe proposed termination;
The effective date of the proposed termination;
The family'sright, if they disagree, torequest an Informal Hearing to be held before
termination of assistance;
The date by which a requestforan informal hearing must be received by the PHA.

Ifthe PHA proposes to terminate assistance for criminal activity as shown by a criminal record, the PHA
will provide the subject of the record and the tenant with a copy of the criminal record.

The PHA will simultaneously provide written notice of the contract terminationto the ownersothat it
will coincide with the Termination of Assistance.

Required Evidence

Preponderance of evidence is defined as evidence whichis of greater weight or more convincing than
the evidence whichis offered in opposition toit; that is, evidence which as a whole shows that the fact
soughtto be provedis more probable than not. The intentis notto prove criminal liability, butto
establish thatthe act(s) occurred. Preponderance of evidence may not be determined by the number of
witnesses, but by the greater weight of all evidence.

Credible evidence may be obtained from police and/or court records. Testimony from neighbors, when
combined with other factual evidence can be considered credible evidence. Other credible evidence
includes documentation of drugraids or arrest warrants. The PHA will pursue fact-finding efforts as
needed to obtain credible evidence.

The PHA will terminate assistance for criminal activity by ahousehold member, as described in this
chapter, if the PHA determines, based on a preponderance of the evidence, that the household member
has engagedinthe activity, regardless of whetherthe household memberhasbeenarrested or
convicted forsuch activity.
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Confidentiality of Criminal Records

The PHA will ensure thatany criminal record (otherthan publicrecords availableto the general public)
received is maintained confidentially, not misused orimproperly disseminated, and destroyed once the
purpose forwhichitwas requestedisaccomplished.

All criminal reports (otherthan publicrecords available to the general public), while needed, will be
housedina locked file with access limited to individuals responsible for screening and determining
eligibility forinitial and continued assistance and to upperlevel Section 8 management.

If the familyis determined eligible forinitial or continued assistance, any non-publicrecord criminal
reportshall be shredded as soon as the informationis nolongerneeded for eligibility or continued
assistance determination.

If the family’s assistance is denied orterminated, any non-publiccriminal record information shall be
shredded immediately upon completion of the review or hearing procedures and a final decision has
beenmade. The PHA will documentin the family’s file the circumstances of the criminal report and the
date the report was destroyed.

C. FAMILY OBLIGATIONS [24 CFR 982.551]

The family must supply any information that the PHA or HUD determinesis necessaryinthe
administration of the program, including submission of required evidence of citizenship oreligible
immigration status (as provided by 24 CFR982.551). "Information" includes any requested certification,
release orotherdocumentation.

The family must supply any information requested by the PHA or HUD foruse in a regularly scheduled
reexamination orinterim reexamination of family income and composition in accordance with HUD
requirements.

The family must disclose and verify Social Security Numbers (as provided by 24 CFR 5.216) and mustsign
and submit consent formsforobtaininginformationinaccordance with 24 CFR 5.230.

Allinformation supplied by the family must be true and complete.

The family isresponsible foran HQS breach caused by the family as described in 982.404(b). The family
must allow the PHA to inspectthe unitat reasonable times and afterreasonable notice.

The family may not commitany serious or repeated violations of the lease.

The family must notify the ownerand, at the same time, notify the PHA before the family moves out of
the unitor terminatesthe lease upon notice tothe owner.

The family must promptly give the PHA a copy of any owner eviction notice.
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The family must use the assisted unitforresidence by the family. The unit must be the family's only
residence.

The composition of the assisted family, residingin the unit, must be approved by the PHA. The family
must promptly inform the PHA of the birth, adoption or court-awarded custody of a child. The family
must request PHA approval to add any otherfamily memberas an occupant of the unit.

The family must promptly notify the PHA if any family membernolongerresidesinthe unit.

If the PHA has given approval, afosterchild ora live-in aide may reside in the unit. If the family does not
requestapproval or PHA approval is denied, the family may not allow afosterchild orlive-inaide to
reside with the assisted family.

Members of the household may engage in legal profit-making activities in the unit with authorization of
the landlord, but onlyif such activities are incidental to primary use of the unitas a residence by
members of the family.

The family must notsublease orletthe unit.

The family must notassign the lease ortransferthe unit.

The family must supply any information or certification requested by the PHA to verify that the familyis
livinginthe unit, orrelating to family absence from the unit, including any PHA-requested information
or certification on the purposes of family absences. The family must cooperate with the PHA for this
purpose. The family must promptly notify the PHA of absence from the unit.

The family mustnotown or have any interestinthe unit.

The members of the family must not commitfraud, bribery or any other corrupt or criminal actin
connection with any Federal housing program.

The household members may notengage in drug-related criminal activity orviolent criminal activity or
othercriminal activity that threatens the health, safety orright to peaceful enjoyment of otherresidents
and personsresidingin the immediate vicinity of the premises. The members of the household must not
abuse alcohol ina way that threatens the health, safety orright to peaceful enjoyment of other
residents and persons residingin the immediate vicinity of the premises. An assisted family, or members
of the family, may notreceive Section 8tenant-based assistance while receiving another housing
subsidy, forthe same unit or fora different unit, underany duplicative (as determined by HUD or in
accordance with HUD requirements) federal, State orlocal housing assistance program.
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Housing Authority Discretion [24 CFR 982.552(c)]

In decidingwhetherto deny orterminate assistance because of action or failure to act by members of
the family, the PHA has discretion to considerall of the circumstancesin each case, including the
seriousness of the case. The PHA will use its discretion in reviewing the extent of participation or
culpability of individual family members and the length of time since the violation occurred. The PHA
may alsoreview the family’s more recent history and record of compliance, and the effects that denial
or termination of assistance may have on otherfamily members who were notinvolved in the action or
failure to act.

The PHA may impose, as a condition of continued assistance for otherfamilymembers, arequirement
that family members who participatedin, orwere culpableforthe action orfailure to act, will notreside
inthe unit. The PHA may permitthe other members of a family to continue in the program.

The City of Westminster Housing Authority works with the Office of Inspector General to investigate and
determineif there are programviolations. When it has been determined that there are program
violations the HA terminates assistance. Whenterminationsare due toan unauthorized persons living
inthe assisted unitsand the unauthorized person would not have been eligibleto be added to the
household, orhadincome that would make the household ineligible to receive HAP, the Housing
Authority will use the HAP payment made on behalf of the familyin the calculation of over-payment of
HAP. The total time the unauthorized resided in the assisted unit will be used for the calculation of the
overpaymentand the HA will request restitution through the court system.

Enforcing Family Obligations

Explanations and Terms

The term "promptly" when used with the family obligations always means "within seven days." Denial or
termination of assistance is always optional except where this Plan or the regulations state otherwise.

HQS Breach: The PHA inspector will determine if an HQS breach as identified in 24 CFR 982.404 (b)
isthe responsibility of the family. Families may be given extensions to cure HQS breaches by eitherthe
Executive Directororthe Housing Services Manager.

Lease Violations: The following criteriawillbe usedtodecide if aserious orrepeated violation of the
lease will resultin termination of assistance:
If the ownerterminates tenancy through courtactionforserious orrepeated violation of the
lease.
If the owner notifies the family of termination of tenancy assistance for serious orrepeated
lease violations, and the family moves from the unit priorto the completion of courtaction, and
the PHA determinesthatthe causeisa serious or repeated violation of the lease based on
available evidence.
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If there are police reports, neighborhood complaints or other third party information
documentingserious or repeated leaseviolations that has been verified by the PHA.
Nonpayment of rentis considered aserious violation of the lease.

Causingintentional destruction to the property or causing excessive damage to the property
due to lack of care, failure to maintain the property and/orfailureto notify the ownerof needed
repairs that caused extensive damage due to the delayinreporting needed repairs.

Notification of Eviction: If the family requests assistanceto move and they did not notify the PHA of an
eviction within seven days of receiving the Notice of Lease Termination, the move will be denied.

Proposed Additionsto the Family: The PHA will deny afamily's request to add additional family
members who are:
Persons who have been evicted from publichousing;
Persons who have previously violated a family obligation listed in 24 CFR 982.51 of the HUD
regulations;
Persons who have been part of a family whose assistance has been terminated underthe
Certificate or Voucher program;
Persons who commit drug-related criminal activity orviolent criminal activity. See SectionB of
this chapterfor the PHA’s established standards;
Persons who do not meetthe PHA's definition of family;
Persons who commit fraud, bribery orany other corrupt or criminal act in connection with any
federal housing program;
Persons who currently owe rent or otheramounts to the PHA or to anotherPHA in connection
with Section 8 or publichousing assistance underthe 1937 Act;
Persons who have engagedin orthreatened abusive orviolent behavior toward PHA
personnel.

Family Member Moves Out: Families are required to notify the PHA if any family member leaves the
assisted household. When the family notifies the PHA, they must furnish the followinginformation:

The date the family member moved out;

The new address, if known, of the family member;

A statementas to whetherthe family memberis temporarily or permanently absent.
Ifthe entire family leaves the unitinviolation of the lease orthe family obligations they may be
terminated. If the familyisincarcerated and away fromthe unit for 30 days they may be terminated if
they failed to notify or have the permission of the HA.
The unit must be the Tenants only residence. Therefore if they are absentfrom theirunit more days
thenthey reside intheirunitthey may be terminated. Forexampleif the tenant were to be out of their
unitthree weeksand home one week they would be considered residing elsewhere, and they would be
terminated. Whenthe PHA is aware of the absence and has given permission then the tenantwould be
allowed toremain onthe program.
The PHA may use utility bills, neighbor’s reports of vacancies, visits to the unit and other forms of
investigationsto determineif the tenantisresidingin the unit.
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Limitation on Profit-Making Activityin Unit: If the PHA determinesthat the use of the unitas a business
isnotincidental toits use as a dwelling unit, it will be considered a programviolation. If the PHA
determinesthe businessis notlegal, itwill be considered a program violation. If the PHA determines
that the business activity is notin violation of the above conditions and the landlord has given written
authorization forthe family to operate the profit-making activity in the assisted property, the family will
not be consideredin violation of the lease.

Interestin Unit: The ownermay not reside in the assisted unitregardless of whethers/heisamember
of the assisted family, unless the family owns the mobile home and rents the pad.

Fraud: In each case, the PHA will consider which family members wereinvolved, the circumstances, and
any hardship that might be causedto innocent members.

D. PROCEDURES FOR NON-CITIZENS [24 CFR 5.514, 5.516, 5.518]

Denial or Termination due to Ineligible Immigrant Status

Applicantor participant familiesin which all members are neither U.S. citizens nor eligibleimmigrants
are noteligibleforassistance and must have their assistance terminated. The PHA must offerthe family
an opportunity fora hearing. Assistance may not be terminated while verification of the participant
family's eligible immigration statusis pending.

False or Incomplete Information

Whenthe PHA has clear, concrete, or substantial documentation (such as apermanent resident card or
information from anotheragency) that contradicts the declaration of citizenship made by an applicant
or participant, aninvestigation will be conducted and the individual will be given an opportunity to
presentrelevantinformation. If the individual is unable to verify their citizenship, the PHA will give
him/heran opportunity to provide anew declaration asan eligible immigrant oran opportunity to elect
not to contend theirstatus. The PHA will then verify eligible status, deny, terminate, or prorate as
applicable. The PHA will deny orterminate assistance based on the submission of false information or
misrepresentation.

Procedure for Denial or Termination

If the family (orany member) claimed eligible immigrant status and the INS primary and secondary
verifications failed to document the status, the family may make an appeal tothe INSand requesta
hearingwith the PHA eitherafterthe INSappeal orin lieu of the INS appeal.

Afterthe PHA has made a determination of ineligibility, the family will be notified of the determination
and the reasons andinformed of the option for prorated assistance (if applicable).
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E. ZERO ($0) ASSISTANCE TENANCIES [24 CFR 982.455 (A)]

The family may remaininthe unitat $0 assistance forup to 180 days afterthe last HAP payment. If the
familyisstill inthe unitafter 180 days, the assistance will be terminated. If, withinthe 180-day
timeframe, anownerrentincrease ora decrease inthe Total Tenant Payment causes the family to be
eligible forahousingassistance payment, the PHA will resume assistance payments for the family. In
orderfor a family to move to anotherunitduring the 180 days, the rentfor the new unit would have to
be high enough to necessitate ahousing assistance payment.

F. OPTION NOT TO TERMINATE FOR MISREPRESENTATION [24 CFR 982.551,
982.552(C)]

If the family has misrepresented any facts that caused the PHA to overpay assistance, the PHA may
choose not to terminate and may offerto continue assistance provided that the family executesa
Repayment Agreement and makes payments in accordance with the agreement or reimburses the PHA
infull within 30 calendar days.

G. MISREPRESENTATION IN COLLUSION WITH OWNER [24 CFR 982.551,
982.552 (C)]

If the family intentionally, willingly, and knowingly commits fraud orisinvolved in any otherillegal
scheme with the owner, the PHA will deny orterminate assistance. In making this determination, the
PHA will carefully considerthe possibility of overt orimplied intimidation of the family by the ownerand
the family's understanding of the events.

H. MISSED APPOINTMENTS AND DEADLINES [24 CFR 982.551, 982.552 (C)]

Itisa Family Obligation to supply information, documentation, and certification as needed forthe PHA
to fulfillits responsibilities. The PHA schedules appointments and sets deadlinesin orderto obtain the
required information. The Obligations also require thatthe family allowthe PHA toinspect the unit, and
appointments are made forthis purpose.

An applicantorparticipant who failsto keep an appointment, orto supplyinformation required by a
deadline without notifying the PHA, may be sent a Notice of Denial or Termination of Assistance for
failure to provide required information, or for failure to allow the PHA to inspect the unit.

The family will be giveninformation about the requirement to keep appointments and the number of
times appointments will be rescheduled, as specified in this Plan. Appointments will be scheduled and
time requirements will be imposed for the following events and circumstances:

e Eligibility for Admissions;

e Verification Procedures;

e Voucherlssuance and Briefings;

e Housing Quality Standards Inspections;

e Re-certifications;

e Appeals.
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Acceptable reasons formissingappointments orfailing to provide information by deadlines are:
Medical emergency
Incarceration
Family emergency

Procedure when Appointments are Missed or Information not Provided

For most purposesinthis Plan, the family will be given two opportunities before beingissued a notice of
termination ordenial for breach of a family obligation. Afterissuance of the termination notice, if the
family offers to correct the breach within the time allowed to request a hearing:

The termination will be rescinded only after the family cures the breach;

The notice will not be rescinded evenif the family offersto cure the breachif thisis a repeat

offense;
The notice will be rescinded if the family offers to cure and the family does not have a history

of non-compliance.
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Chapter 16 - OWNER DISAPPROVAL AND RESTRICTION [24 CFR
982.54, 982.306, 982.453]

INTRODUCTION

Itisthe policy of the PHA to recruitownersto participate inthe voucher program. The PHA will provide
owners with promptand professional service in orderto maintain an adequate supply of available
housing throughout the jurisdiction of the PHA. The regulations define when the PHA must disallowan
owner participationinthe program, and they provide the PHA discretion to disapprove or otherwise
restrict the participation of ownersin certain categories. This chapterdescribes the criteriaforowner
disapproval, and the various penalties for owner violations.

A. DISAPPROVAL OF OWNER [24 CFR 982.306, 982.54(D)(8)]

The ownerdoes not have arightto participate in the program. For purposes of this section, "owner"
includesaprincipal orotherinterested party. The PHA will disapprove the ownerforthe following
reasons:
1. HUD has informed the PHA thatthe ownerhas been disbarred, suspended, orsubjecttoa
limited denial of participation under 24 CFR part 24.
2. HUD has informed the PHA that the Federal government has instituted an administrative or
judicial action against the ownerforviolation of the Fair Housing Act or other Federal equal
opportunity requirements and such action is pending.
3. HUD has informed the PHA thata court or administrative agency has determined that the
owner hasviolated the Fair Housing Act or other Federal equal opportunity requirements.
4. Unless theirlease was effective priortoJune 17, 1998, the owner may not be a parent, child,
grandparent, grandchild, sister or brother of any family member. The PHA will waive this
restriction as a reasonable accommodation forafamily memberwhoisa personwitha
disability. Incaseswhere the ownerandtenantbearthe same last name, the PHA may, at its
discretion, require the family and orownerto certify whetherthey are related to each otherin
any way.
5. The ownerhasviolated obligations under a housing assistance payments contract under
Section 8 of the 1937 Act (42 U.S.C. 1437f).
6. The ownerhas committed fraud, bribery orany other corruptact in connection with any
Federal housing program.
7. The ownerhasa history or practice of non-compliance with the HQS for units leased under
the tenant-based programs orwith applicable housing standards for units leased with project-
based Section 8 assistance orleased underany other Federal housing program.
8. The ownerhas a history or practice of renting units that fail to meet State or local housing
codes.
9. The ownerhas a history or practice of failing to terminate tenancy of tenants of units assisted
underSection 8 or any otherfederally assisted housing program for activity by the tenant, any
memberof the household, aguestoranotherpersonunderthe control of any member of the
household that:
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[ Threatens the rightto peaceful enjoyment of the premises by otherresidents;
[J Threatensthe health orsafety of otherresidents, of employees of the PHA, or of
owneremployees or other persons engaged in management of the housing.
[] Threatensthe health orsafety of, or the right to peaceful enjoyment of their
residences, by personsresidingin the immediate vicinity of the premises; or
] Isinvolved in drug-related criminal activity or violent criminal activity.
10. The owner has failed to comply with regulations, the mortgage or note, orthe regulatory
agreementfor projects with mortgagesinsured by HUD or loans made by HUD.

B. OWNER RESTRICTIONS AND PENALTIES [ 24 CFR 982.453]

If an ownerhas committed fraud orabuse oris guilty of frequent orserious contract violations, the PHA
will restrictthe ownerfrom future participationinthe programfora period of time commensurate with
the seriousness of the offense. The PHA may also terminate some orall contracts with the owner.

Before imposing any penaltyagainst an ownerthe PHA will reviewall relevant factors pertainingto the
case, and will considersuch factors asthe owner's record of compliance and the number of violations.

C. CHANGE IN OWNERSHIP

A change in ownership does not require execution of anew contract and lease. However, itdoes require
an assignment of the contractand lease to the new owner. The PHA may approve the assignment of the
HAP contract. The PHA may approve the assighnment, since they are a party to the contract. The PHA
may deny approval of assighnment of the contract, forany of the reasonslistedin Section A. of this
chapter.

The PHA will process achange of ownership only uponthe of the new ownerand only if accompanied by
a copy of the escrow statement or other document showing the transferof title, recorded deed and the
employeeidentification numberorsocial security number of the new owneras noted onthe required
W-9 form.

The PHA must receive awrittenrequest by the old ownerin orderto change the HAP payee and/orthe
addressto which paymentisto be sentor the information can be documented that suchrequestis
comingfromthe old owner.

If the new ownerdoes not wantan assignment of the contract, the PHA will terminate the HAP contract

withthe old owner, since they are no longerthe owner. The new owner may offerthe family anew
assisted lease. The family may electto enterinto the new lease or move to another unit.
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Chapter 17 - OWNER OR FAMILY DEBTS TO THE PHA [24 CFR
982.552]

INTRODUCTION

This chapter describesthe PHA's policies for the recovery of monies, which have been overpaid for
families, and to owners. It describes the methods that will be utilized for collection of monies and the
guidelinesfordifferenttypes of debts. Itisthe PHA's policy to meet the informational needs of owners
and families, and to communicate the programrulesin orderto avoid ownerand family debts. Before a
debtisassessed againstafamily orowner, the file must contain documentation to support the PHA's
claimthat the debtis owed. The file must further contain written documentation of the method of
calculation, inaclear formatfor review by the owner, the family orotherinterested parties.

When families orowners owe money tothe PHA, the PHA will make every effortto collectit. The PHA
will use avariety of collection toolstorecoverdebtsincluding, but notlimited to:

[J Requests for lump sum payments;

1 Civil lawsuits;

[] Repayment agreements;

[1 Abatements;

[1 Reductionsin HAP to owner;

[J Collection agencies;

0 Withhold amounts due from HAP for other families (foramounts due from owner).

A. REPAYMENT AGREEMENT FOR FAMILIES [24 CFR 982.552 (C)(V-VII)]

A Repayment Agreementas usedinthis Planisa documententeredinto betweenthe PHA and a person
who owes a debtto the PHA. It issimilarto a promissory note, but contains more details regarding the
nature of the debt, the terms of payment, any special provisions of the agreement, and the remedies
available tothe PHA upon default of the agreement. The PHA will prescribe the terms of the repayment
agreement, including determining whetherto enterinto arepayment agreement with the family based
on the circumstances surrounding the debt to the PHA.

There are some circumstancesin whichthe PHA will not enterinto arepaymentagreement. They are:
[ If the family already has a Repayment Agreementin place;

] If the PHA determines that the family committed program fraud and the PHA determines that the
actions of the familyimply orindicate that the fraud wasintentional orif it was a repeat offense.

The person(s) owingthe debt would be required to make a down payment on the debt acceptable to
the PHA, to enterinto a repaymentagreement. The combination of the down payment and the monthly
payments would generallybe required to fully repay the debt within twelve months. Any repayment
agreementthat would necessitate atime period beyond twelve months would have to be authorized by
the PHA Executive Director.
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The minimum monthly payment forany repayment agreementis $50.00 unless the total balanceisin
excess of $300.00. Then, the general rule isthe amount that would allow the entire balance to be paidin
atwelve month period would be the required minimum monthly payment.

B. DEBTS OWED FOR CLAIMS [24 CFR 792.103, 982.552 (C)(V-VII)]

If a family owes money tothe PHA forclaims paid to an ownerthe PHA will review the circumstances
resultinginthe overpaymentand decide whetherthe family must pay the fullamount orwhethera
repayment agreement willbe permitted.

Repayment Agreement Default

The Repayment Agreement will be considered to be in defaultif two monthly payments have failed to
be paid withinthe due dates of those payments. If the family's repayment agreementis in default and
the family has not contacted or made arrangements with the PHA, the PHA will:

[ Require the family to pay the balance infull, or;

[] Terminate the family’s housing assistance.

Ifthe family requests a move to another unitand has a repaymentagreementin place forthe
repayment of an owner claim, and the repaymentagreementis notin arrears the family will be required
to pay the balance infull priorto the issuance of a voucherformoving.

If the family requests a move to anotherunitandis inarrears ona repayment agreement for the
repayment of an owner claim the family will be required to pay the balance in full, orbe terminated
from the program.

C. DEBTS DUE TO MISREPRESENTATIONS OR NON-REPORTING OF
INFORMATION [24 CFR 982.163]

HUD's definition of program fraud and abuse is a single act or pattern of actions that:
“Constitutes false statement, omission, or concealment of a substantive fact, made with intent
to deceive ormislead,and thatresultsin payment of Section 8 program funds in violation of
Section 8 program requirements.”

Family Error/Late Reporting or Program Fraud

Any family thatthe PHA determinesto have misrepresented familyincome, assets, household
composition, orallowances; orto have failed toreporta change in family composition orincome as
requiredinthis Plan, may be terminated from the program and/or may be required to repay all monies
due the PHA from the overpayment of housing assistance, as calculated by the PHA. The determination
of which action or whetheracombined actionis appropriate shall be the decision of the PHA. The PHA
will take the followinginto consideration forthe determination of action to be taken:

1. Whetherthisisa first occurrence for such misrepresentation or failure toreport;

2. The length of time overwhich the overpaid assistance developed;

3. Whetherthe family declared the unreported change atthe nextre-exam;
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4. Whetherthe family failed to disclose income orassets or purposely claimed allowances to
whichthey were notentitled, at one or more re-exams; and,

5. The PHA’s method of discovery (examples: family member came forward and made a self-
declarationand the time frame of when it was reported orthe discovery was viaanother non-
family memberoran outside party).

The PHA will also take into consideration any other violations of the family Obligations and their
frequencies.

Ifa family owes an amount which equals or exceeds $10,000.00 as a result of program fraud, the case
will be referred to the HUD Office of the Inspector General (OIG). Where appropriate, the PHA willrefer
the case forcriminal prosecution.

Repayment Procedures for Program Fraud

Itisat the PHA'sdiscretionto determine if the participant reported late due to lack of regard forthe
rulesand regulations of the program or If the circumstances were notintentional orthere were
extenuating circumstancesthat warrantallowing the family to repay the overpaid assistance. The
repayment procedures will be in accordance with the guidelinesin the Repayment Agreement Section of
this Chapter.

D. DEBTS DUE TO MINIMUM RENT TEMPORARY HARDSHIP

Minimum rentarrears that are less than $50.00 will be required to be paid in full the first month
followingthe end of the minimumrent period. The minimum monthly amountforarepayment
agreementincurred forminimum rentarrearsis $25.00. The PHA will notenterintoa repayment
agreementthat will take more than 12 monthsto pay off.

E. GUIDELINES FOR REPAYMENT AGREEMENTS [24 CFR 982.552(C)(V-VII)]

Repayment agreements will be executed between the PHA and all the adultsincluded in the household.
Payments may only be made by money orderorcashier’s check.
Repayment agreements will be considered in default when two (2) payments are delinquent. When the
repaymentagreementisindefault, nofurther repaymentagreements will be renegotiated and all
moniesare dueinfull.
Monthly payments may be decreased in cases of family hardship and if requested with reasonable
notice from the family, verification of the hardship, and the approval of the Manager/PHA Executive
Director.
No move will be approved until the debtis paidin full unless the move is the result of the following
causes, andthe repaymentagreementis current:

[] Family size exceeds the HQS maximum occupancy standards;

[] The HAP contract is terminated due to owner non-compliance or opt-out;

[] A natural disaster.
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F. OWNER DEBTS TO THE PHA [24 CFR 982.453(B)]

Ifthe PHA determines that the ownerhasretained housing assistance or claim payments the owneris
not entitled to the PHA may reclaim the amounts from future housing assistance or claim payments
owed the ownerforany unitsundercontract. If future housing assistance or claim paymentsare
insufficient to reclaim the amounts owed, the PHA will:

[] Require the ownerto pay the amountin full within 30 days;

[J Pursue collections through the local court system;

[] Restrictthe ownerfrom future participation.

G. WRITING OFF DEBTS

Debts will be written off if:
[] The debtor's whereabouts are unknown and the debtis more thanten years old;
] A determinationis made that the debtorisjudgment proof;
[] The debtorisdeceased;
[ The debtoris confinedto aninstitution indefinitely.
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Chapter 18 - COMPLAINTS AND APPEALS

INTRODUCTION

The informal hearingrequirements defined in HUD regulation are applicable to participating families
who disagree with an action, decision, orinaction of the PHA. This chapterdescribes the policies,
procedures and standards to be used when families disagree with aPHA decision. The procedures and
requirements are explained for preference denial meetings, informal reviews and hearings. Itis the
policy of the PHA to ensure that all families have the benefit of all protections due tothem underthe
law.

A. COMPLAINTS TO THE PHA

The PHA will respond promptlyto complaints from families, owners, employees, and members of the
public. All complaints willbe documented. HQS complaints may be reported by telephone.

The PHA informal hearing procedures will be provided to families in the briefing packet.

B. PREFERENCE DENIALS

Whenthe PHA denies apreference to an applicant, the family will be notified of the specificreason for
the denial and offered the opportunity forameeting with PHA staff to discuss the reasons forthe denial
and to dispute the PHA'sdecision. The person who conducts the meeting will be the Housing Services
Manager.

C. INFORMAL REVIEW PROCEDURES FOR APPLICANTS [24 CFR 982.54(D)(12),
982.554]

Reviews are provided for applicants who are denied assistance before the effective date of the HAP
contract. The exceptionisthatwhenanapplicantis denied assistancefor citizenship oreligible
immigrant status, the applicantisentitled toaninformal hearing. When the PHA determinesthatan
applicantisineligible forthe program, the family must be notified of theirineligibility in writing. The
notice must contain:

e Thereason(s)theyareineligible;

e The procedure forrequestingareview if the applicant does notagree with the decision and;

e Thetimelimitforrequestingareview.

When denyingadmission for criminal activity as shown by a criminal record, the PHA will provide the
subject of the record and the applicant with a copy of the criminal record upon which the decision to
deny was based.

The PHA must provide applicants with the opportunity foraninformal review of decisions denying:
e Qualificationforpreference;

e Listingonthe PHA's waitinglist;
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e Issuance of a voucher;
e Participationinthe program;
e Assistance under portability procedures.

Informal reviews are notrequired forestablished policies and procedures and PHA determinations such
as:

e Discretionary administrative determinations by the PHA;

e General policyissuesorclass grievances;

e A determination of the family unitsizeunderthe PHA subsidy standards;

o Refusal toextendorsuspendavoucher;

e Determination notto grantapproval of the tenancy;

e Determinationthatunitis notin compliance with HQS;

e Determinationthatunitisnotinaccordance with HQS due to family size or composition.

Procedure for Review

Arequestforan informal review must be received in writing by the close of the business day, no later
than ten (10) daysfromthe date of the PHA's notification of denial of assistance. The informal review
will be scheduled promptly, generally within ten (10) working days.

The review will be conducted by the Housing Manager.

The applicant will be given the option of presenting oral or written objections to the decision. Both the
PHA and the family may present evidence and witnesses. The family may use an attorney or other
representative to assistthem attheirown expense. A notice of the review findings will be providedin
writing tothe applicant promptly by the review officer. It shall include the decision of the review officer,
and an explanation of the reasons for the decision.

All requestsforareview, supportingdocumentation, and a copy of the final decision will be retained in
the family'sfile.

D. INFORMAL HEARING PROCEDURES [24 CFR 982.555(A-F), 982.54(D)(13)]

When the PHA makes a decision regarding the eligibility and/or the amount of assistance, applicants and
participants must be notified in writing. The PHA will givethe family prompt notice of such
determinations which will include:

o The proposedaction or decision of the PHA;

e Thedate the proposed action or decision will take place;

e Thefamily'srightto an explanation of the basis forthe PHA's decision;

o The proceduresforrequestingahearingif the family disputes the action ordecision;

e Thetimelimitforrequestingthe hearing.
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When terminating assistance for criminal activity as shown by a criminal record, the PHA will notify the
tenant/participant with information of the criminal record upon which the decision to terminate was
based.

The PHA must provide participants with the opportunity foraninformal hearing for decisions related to
any of the following PHA determinations:
o Determination of the family's annual oradjusted income and the computation of the
housingassistance payment;
e Determinationtoterminateassistance foranyreason;
e Determinationtoterminateafamily's FSS contract, withhold supportive services, or
propose forfeiture of the family's escrow account.

The PHA must always provide the opportunity foraninformal hearing before termination of assistance.

Informal hearings are notrequired for established policies and procedures and PHA determinations such
as:

e Discretionary administrative determinations by the PHA;

e General policyissuesorclass grievances;

e Establishment of the PHA schedule of utility allowances forfamiliesin the program;

e PHA determination notto approve an extension orsuspension of avoucherterm;

e PHA determination notto approve aunitor lease;

e PHA determinationthatan assisted unitis notin compliance with HQS (PHA must
provide hearingforfamily breach of HQS because thatis a family obligation
determination);

e PHA determinationthatthe unitis notinaccordance with HQS because of the family
size;

e PHA determinationto exercise ornot exercise any right orremedy againstthe owner
undera HAP contract.

Notification of Hearing
Itisthe PHA's objective to resolve disputes atthe lowest level possible, and to make every effortto

avoid the most severe remedies. However, if thisis not possible, the PHA will ensure that participants
will receiveall of the protections and rights afforded by the law and the regulations.

When the PHA receives arequestforaninformal hearing, ahearingshall be scheduled promptly,
generally withinten (10) working days. The notification of hearing will contain:

e Thedate and time of the hearing;

e Thelocation where the hearing will be held;

e A copyof the Informal Hearing procedures.
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The PHA's Hearing Procedures

A participant who fails to appear for a scheduled hearing shall forfeit the righttoa hearingand the
action of the Westminster Housing Services program shall stand.

Families have theright to:

e Presentwrittenororal objectionstothe PHA's determination;

e Examine the documentsinthe file which are the basis forthe PHA's action, and all
documents submitted to the Hearing Officer;

e Copyany relevantdocuments attheirexpense;

e Presentanyinformationorwitnesses pertinenttothe issue of the hearing;

o Requestthat PHA staff be available or presentatthe hearingtoanswer questions
pertinenttothe case;and

e Be represented by legal counsel, advocate, or otherdesignated representative at their
own expense.

If the family requests copies of documents relevant to the hearing, the PHA will make the copiesforthe
family and assess a charge of 25 cents per page, percopy. Underno circumstances will the family be
allowedtoremove the filefromthe PHA's office.

In additionto otherrights contained in this Chapter, the PHA has a right to:
e Presentevidence and anyinformation pertinentto the issue of the hearing;
e Be notifiedifthe familyintendsto be represented by legal counsel, advocate, or
another party;
e Examine and copy any documentsto be used by the family priortothe hearing;
e Haveits attorney present;and
e Have staff personsand otherwitnesses familiar with the case present.

The informal hearing shall be conducted by the Hearing Officer appointed by the PHA whoiis neitherthe
person who made or approved the decision, norasubordinate of that person. The PHA appoints hearing
officers who are Directors or employees of an Official nature of the City of Westminster government, or
otherHousing Agencies. The hearingshall concernonlytheissuesforwhichthe family has received the
opportunity for hearing. Evidence presented at the hearing may be considered without regard to
admissibility underthe rules of evidence applicable to judicial proceedings.

The family mustrequestan audio recording of the hearing, if desired, three days priorto the hearing
date, at the cost of providingthe duplicate.

The Hearing Officer may ask the family for additional information and/or might adjourn the hearingin
orderto reconvene ata laterdate, before reachingadecision.
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Ifthe family misses anappointmentordeadline ordered by the Hearing Officer, the action of the PHA
shall take effectand anotherhearing will not be granted. The Hearing Officer will determine whether
the action, inaction or decision of the PHA is legal in accordance with HUD regulations and this
Administrative Plan based upon the evidence and testimony provided at the hearing. Factual
determinations relating to the individual circumstances of the familywillbe based on a preponderance
of the evidence presented atthe hearing.

A notice of the hearing findings shall be provided in writing to the PHA and the family promptly,
generally within ten working days, and shall include:
e A clearsummary of the decisionandreasons forthe decision;
o Ifthe decisioninvolves money owed, the amount owed and an explanation of the
calculation of the amount;
e Thedate the decision goesinto effect.

The PHA isnot bound by hearing decisions:
e  Whichconcern mattersinwhich the PHA is not required to provide an opportunity fora
hearing;
e  Which conflict with or contradictto HUD regulations or requirements;
e  Which conflict with or contradict Federal, State orlocal laws; or
o Whichexceed the authority of the person conducting the hearing.

The PHA shall send a lettertothe participantifitdeterminesthe PHAis notbound by the Hearing
Officer's determination within ten (10) working days. The lettershall include the PHA's reasons forthe
decision.

All requests forahearing, supporting documentation, and a copy of the final decision willbe retainedin
the family'sfile.

E. HEARING AND APPEAL PROVISIONS FOR "RESTRICTIONS ON ASSISTANCE
TO NON-CITIZENS" [24 CFR PART 5, SUBPART E]

Assistance tothe family may notbe delayed, denied or terminated on the basis of immigration status at
any time priorto the receipt of the decision onthe INSappeal. Assistance toafamily may notbe
terminated ordenied while the PHA hearingis pending but assistance to an applicant may be delayed
pendingthe PHA hearing.

INS Determination of Ineligibility

If a family member claimsto be an eligible immigrantand the INS SAVE system and manual search do
not verify the claim, the PHA notifies the applicant or participant within ten days of theirright to appeal
to the INS within thirty days or to requestaninformal hearing with the PHA eitherinlieu of or
subsequenttothe INSappeal.
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Ifthe family appealsto the INS, they must give the PHA a copy of the appeal and proof of mailing or the
PHA may proceed to deny orterminate. The time period to request an appeal may be extended by the
PHA forgood cause.

The requestfora PHA hearing must be made within fourteen days of receipt of the notice offering the
hearingor, if an appeal was made to the INS, within fourteen days of receipt of that notice.

Afterreceipt of a requestforan informal hearing, the hearingis conducted as described in this chapter
for both applicants and participants. If the hearing officer decides that the individual is not eligible, and
there are no othereligiblefamily membersthe PHA will:

e Denythe applicantfamily;

o Deferterminationifthe familyisaparticipantand qualifies for deferral;

e Terminate the participantif the family does not qualify for deferral.

Ifthere are eligible membersinthe family, the PHA will offer to prorate assistance or give the family the
optiontoremove theineligible members. If anyfamily memberfailsto provide documentation or
certification as required by the regulation, that memberistreated asineligible. If all family members fail
to provide, the family will be denied orterminated for failureto provide.

Participants whose terminationis carried out aftertemporary deferral may notrequestahearingsince
they had an opportunity forahearing priorto the termination.

Participants whose assistanceis pro-rated (either based on their statement that some members are
ineligible ordue to failure to verify eligible immigration status forsome members after exercising their
appeal and hearingrights described above) are entitled to ahearingbased on the rightto a hearing
regarding determinations of tenantrentand Total Tenant Payment.

Families denied orterminated forfraud in connection with the non-citizens ruleare entitled toareview
or hearingin the same way as terminations forany othertype of fraud.

F. MITIGATING CIRCUMSTANCES FOR APPLICANTS/PARTICIPANTS WITH
DISABILITIES [24 CFR 982.204, 982.552(C)]

When applicants are denied placement on the waitinglist, orthe PHA is terminating assistance, the
family will be informed that presence of a disability may be considered as a mitigating circumstance
duringthe informal review process.
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Chapter 19 - SPECIAL HOUSING TYPES [24 CFR 982.601]

INTRODUCTION

The PHA will permitthe use of the Special Housing Types (Single Room Occupancy Housing; Congregate
Housing; Group Home Housing; Shared Housing; Cooperative Housing; and Homeownership (excluding
Section 8 Home Ownership program participants) inits program only if the applicant/participate can
demonstrate thatitisneeded as a reasonable accommodation foraperson with adisability. Acceptable
demonstration will include documentation from one or more knowledgeable professionals who are
familiar with the applicant/participant and orthe type of special housing requested as accommodation.
The PHA will not setaside any program funding forspecial housing types, orfora special housing type.

Verification of Need for Reasonable Accommodation

Acceptable documentation as verification of the need forreasonableaccommodation would be aletter
to the PHA describing how the special housing type requested provides the accommodation of which
the personisin need. The requestand documentation will be reviewed by the Housing Services
Manager or the Executive Directorand a written response stating approval or disapproval will be sentto
the applicant/participant promptly, generally within ten (10) working days of receipt of the request.

A copy of the PHA's response with supporting documentation will be maintained in the
applicant/participant'sfile. The requested housing type must be approvable by all other HUD standards
and HQS requirementsinaccordance with 24 CFR 982 Section M —Special Housing Types.

A. SINGLE ROOM OCCUPANCY [24 CFR 982.602]

A single person may reside in an SRO housing unit. The PHA will use aseparate lease and housing
assistance payment contractforeach assisted personresidinginaSRO. [24 CFR 982.603]

SRO Rent and Housing Assistance Payment [24 CFR 982.604]

Voucher Program

The PHA SRO paymentstandardis 75 percent of the zero bedroom payment standard schedule. Fora
person residinginanexception areathe paymentstandardis 75 percent of the HUD-approved zero
bedroom exception payment standard amount. While an assisted person residesin SRO housing, the
SRO payment standard must be used to calculate the housing assistance payment.

Utility Allowance

The utility allowance foran assisted person residing in SRO housingis 75 percent of the zero bedroom
utility allowance.

Housing Quality Standards
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The PHA will ensure that all SRO units approved forthe program are in compliance with all of the
Housing Quality Standards for SROs as regulated in 24 CFR 982.605.

B. CONGREGATE HOUSING [24 CFR 982.606]

An elderly person ora person with disabilities may reside in acongregate housing unit. The PHA may
approve a family member orlive-in aideto reside with the elderly person or person with disabilities.
The PHA will approve alive-inaide if needed as areasonable accommodation so that the programis

readily accessibleto and usable by persons with disabilities.

Congregate Housing Lease and HAP Contract [24 CFR 982.607]

For congregate housingthere will be aseparate lease and HAP contract for each assisted family.
Unlessthereisa live-inaide, the payment standard fora family thatresidesin a congregate housing unit
isthe zero-bedroom payment standard onthe PHA payment standard schedule.

However, if there are two or more rooms in the unit (notincludingkitchen orsanitary facilities), the
paymentstandard fora family that residesin acongregate housing unitis the one bedroom payment
standard amount. If thereisa live-inaide, the live-in aide will be counted in determining the family unit
size.

Housing Quality Standards

The PHA will ensure that all congregate housing units approved for the program are in compliance with
all of the Housing Quality Standards for congregate housing as regulated in 24 CFR 982.609.

C. GROUP HOMES [24 CFR 982.610, 982.612]

A group home must be licensed, certified, or otherwiseapproved in writing by the State, or the State's
licensing department.

An elderly person ora person with disabilities may reside in a State-approved group home.

If approved by the PHA, a live-in aide may reside with a person with disabilities. The PHA must approve
alive-inaide if needed as a reasonable accommodation so that the program is readily accessibletoand
usable by persons with disabilities. Exceptforalive-in aide, all residents of agroup home must be

elderly persons or persons with disabilities.

The PHA will notapprove assistance fora personto live ina group home if file documentation indicates
that the personisin need of continual medical ornursing care.

No more thantwelve persons may reside inagroup home. This limit covers all persons who residein the
unit, including assisted and unassisted residents and any live-in aide.
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Group Home Lease and HAP Contract [24 CFR982.611]

There will be aseparate HAP contract and lease foreach assisted person livingin agroup home. Fora
group home the term "pro-rata portion" meansthat which is derived by dividing the number of persons
inthe assisted household by the total number of residents (assisted and unassisted) residingin the
group home. The number of personsin the assisted household equals one assisted person plus any PHA-
approved live-in Aide.

Group Home Rent and HAP Contract [24 CFR 982.613]

The rent to ownerforan assisted person may not exceed the pro-rata portion of the reasonable rentfor
the group home. The reasonable rentforagroup homeis determinedin accordance with 982.503. In
determiningreasonable rent the PHA will consider whether sanitary facilities, and facilities for food
preparation and service, are common facilities or private.

Maximum Subsidy

Unlessthereisa live-inaide, the family unitsize is one bedroom. If there isalive-in aide, the live-in aide
will be counted in determining the family unitsize. The payment standard forapersonwhoresidesina
group home is the lower of the payment standard for the family unitsize; orthe pro-rata portion of the
payment standard amount on the PHA payment standard schedule forthe group home size.

Utility Allowance

The utility allowance for each assisted person residinginagroup home is the pro-rata portion of the
utility allowance for the group home unitsize.

Housing Quality Standards

The PHA will ensure thatall group home units approved forthe program are in compliance with all of
the Housing Quality Standards for group homes as regulated in 24 CFR 982.614.

D. SHARED HOUSING [24 CFR 982.615]

Occupancy

An assisted family may reside in shared housing. In shared housing, an assisted family may share a unit
with anotherresidentorresidents of aunit. The unit may be a house or an apartment.

The PHA may approve a live-in aide to reside with afamilyin orderto care for a person with a disability.
The PHA mustapprove a live-inaide if needed as a reasonable accommodation so that the program is
readily accessibleto and usable by persons with disabilities.

Other personswho are assisted or not assisted underthe tenant-based program may reside in ashared

housingunit. The owner of a shared housing unit may reside in the unit.

144



A residentowner may enterinto a HAP contract with the PHA. However, housing assistance may not be
paid on behalf of an owner. The PHA will not approve assistance foraperson or family thatis related by
blood or marriage to a residentowner.

There will be aseparate housing assistance payment contractand lease for each assisted family residing
ina shared housing unit.

Rent and HAP Contract

For shared housing, the term "pro-rata portion" means the ratio derived by dividing the number of
bedroomsinthe private space available for occupancy by a family by the total number of bedroomsin
the unit. For example, forafamily entitled to occupy three bedroomsin afive bedroom unit, the ratio
would be 3/5.

The rent to ownerforthe family may not exceed the pro-rata portion of the reasonable rentforthe
shared housing dwelling unit. The reasonablerent must be in accordance with the guidelines setin the
"Owner Rents, Rent Reasonableness, and Payment Standards" chapter.

Maximum Subsidy

For a familythatresidesinashared housing unitthe paymentstandardisthe lower of the payment
standard amount on the PHA payment standard schedule forthe family unit size or the pro-rata portion
of the payment standard amountonthe PHA payment standard for the shared housing unitsize.

If the PHA approvesa live-in aide, the live-in aide will be counted in determining the family unitsize.

Utility Allowance

The utility allowance foran assisted family livingin shared housingis the pro-rata portion of the utility
allowance forthe shared housing unit.

Housing Quality Standards

The PHA will ensure that all shared housing units approved forthe program are in compliance with all of
the Housing Quality Standards for shared housing as regulated in 24 CFR 982.618.

E. COOPERATIVE HOUSING [24 CFR 982.619]

The PHA will approve afamily livingin cooperative housingifitis determined that assistance under the
program will help maintain affordability of the cooperative unit forlow-income families The PHA will not
approve assistance fora family in cooperative housing until the PHA has also determined that the
cooperative has adopted requirements to maintain continued affordability for low-income families after
transferof a cooperative member'sinterestinacooperative unit (such as asale of the resident's share
ina cooperative corporation).
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The reasonable rentin cooperative housingis determined in accordance with "Owner Rents, Rent
Reasonableness, and Payment Standards" chapter. For cooperative housing, the rentto owneris the
monthly carrying charge underthe occupancy agreement/lease between the memberand the
cooperative.

The carrying charge consists of the amountassessed to the memberby the cooperative for occupancy of
the housing. Itincludesthe member's share of the cooperatives debt service, operating expenses, and
necessary payments to cooperative reservefunds. However, the carrying charge does notinclude down-
payments or other payments to purchase the cooperative unit, orto amortize aloan to the family for
this purpose. Gross rentis the carrying charge plus any utility.

For a cooperative, rentadjustments are applied to the carrying charge as determinedin "Owner Rents,
RentReasonableness, and Payment Standards" chapter.

The lease and otherappropriate documents willstipulate that the monthly carrying charge is subject to
Section 8 limitations onrentto owner. The housing assistance payment will be determinedin
accordance with the guidelinesin "Owner Rents, Rent Reasonableness, and Payment Standards"
chapter.

The PHA may approve a live-in aide to reside with the family to care for a person with disabilities. The
PHA will approve alive-inaide if needed as a reasonable accommodation so that the program isreadily
accessible to and usable by persons with disabilities. If the PHA approves alive-in aide, the live-in aide
will be counted when determining the family unitsize.

Housing Quality Standards

The PHA will ensure that all cooperative housing units approved forthe program are in compliance with
all of the Housing Quality Standards outlined in the "Housing Quality Standards and Inspections"
chapter, and regulated by 24 CFR 982.401.

F. MANUFACTURED HOMES [24 CFR 982.620]

The PHA will permitafamily tolease amanufactured home and space with assistance underthe
program. The PHA will not provide assistance forafamily that owns the manufactured home and leases
only the space, unlessitis needed as a reasonable accommodation fora person with a disability.

The PHA may approve a live-in aide to reside with afamily to care fora person with disabilities. The PHA
will approve alive-inaide if needed as areasonable accommodation so that the program is accessible to
and usable by persons with disabilities. If the PHA approves alive-in aide, the live-in aide must be
counted when determining the family unit size.
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Housing Quality Standards [24 CFR 982.621]

A manufactured home must meetall the HQS requirements outlined in the "Housing Quality Standards
and Inspections" chapterand regulated by 24 CFR 982.401. In additionthe manufactured home also
must meetthe following requirements:
e A manufactured home mustbe placed onthessitein a stable manner, and mustbe free from
hazards such as sliding or wind damage.
e A manufactured home mustbe securely anchored by atie-down device that distributes and
transfers the loads imposed by the unitto appropriate ground anchors to resist wind
overturningand sliding.

Manufactured Home Space Rental [24 CFR 982.622]

Rentto ownerfor a manufactured home space will include payment for maintenance services that the
owner must provide tothe tenantunderthe lease forthe space. Rentto ownerdoesnotinclude the
cost of utilitiesand trash collection for the manufactured home. However, the owner may charge the
family aseparate fee forthe cost of utilities ortrash collection provided by the owner.

Reasonable Rent

Duringthe assisted tenancy, the rentto ownerfor the manufactured home space may notexceeda
reasonable rentas determined by the PHA. The PHA will notapprove alease fora manufactured home
space until the PHA has determined thatthe initialrentto ownerforthe spaceis a reasonable rent. At
leastannually during the assisted tenancy, the PHA will re-determine that the rentisreasonable. The
PHA will determinewhetherthe rentto ownerfora manufactured home spaceisareasonable rentin
comparisontorentsfor othercomparable manufactured home spaces. The PHA will considerthe size
and location of the space and any services and maintenance provided by the ownerin accordance with
the lease.

By accepting each monthly housing assistance paymentfromthe PHA, the owner of the manufactured
home space certifies thatthe rentto ownerforthe space is not more than rent charged by the owner
for unassisted rental of comparablespacesinthe same manufactured home park orelsewhere. If
requested by the PHA, the owner must provide the PHA information on rents for other manufactured
home space.

Housing Assistance Payments for Manufactured Home Space [24 CFR 982.623]

HAP for the Voucher Tenancy

Thereisa separate FMR fora family rentinga manufactured home space. The payment standardis used
to calculate the monthly housing assistance payment for afamily. The FMR for rental of a manufactured
home space is generally 40 percent of the published FMR for a two-bedroom unit.

Subsidy Calculation for the Voucher Program
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Duringthe term of a vouchertenancy, the amount of the monthly housing assistance paymentfora
family will equalthe lesser of:
e The paymentstandard minus the total tenant payment; or
e Therent paid for rental of the real property on which the manufactured home owned by
the familyislocated (the space rent) minus the total tenant payment.

The space rentis the sum of the following as determined by the PHA:
e Rentto ownerfor the manufactured home space;
e Ownermaintenance and management charges forthe space;
e The utilityallowance fortenant paid utilities.

Utility Allowance Schedule for Manufactured Home Space Rental [24 CFR982.624]

The PHA will establish utility allowances for manufactured home space rental. Forthe first twelve
months of the initial leaseterm only, the allowances willinclude a reasonable amount for utility hook-up
charges payable by the family, if the family actually incurs the expenses because of amove.

Allowances for utility hook-up charges do not apply to a family thatleases a manufactured home space
inplace. Utility allowances for manufactured homespace will not be applied to cover the costs of
digginga well orinstallation of asepticsystem.

G. HOMEOWNERSHIP [24 CFR 982.625]24 CFR 982.625 (D)(2)

It isthe sole responsibility of the PHA to determine whetheritisreasonabletoimplementa
homeownership program as a reasonable accommodation. The PHA will determine whatis reasonable
based on the specificcircumstances and individual needs of the person with a disability. The PHA may
determine thatitis notreasonable to offerhomeownership assistance as areasonable accommodation
in cases where the PHA has otherwise opted nottoimplementahomeownership program.

148



CHAPTER 20 - FAMILY SELF SUFFICIENCY PROGRAM

A. Family Self Sufficiency Action Plan

FAMILY DEMOGRAPHICS

The City of Westminster FamilySelf Sufficiency has metits mandatory numberandis operatinga
voluntary program. The City of Westminster may choose to conclude the Family SelfSufficiency
program afterall the FSS participants have graduated, contracts have expired, orterminated for failure
to meetthe requirements of the program.

Under the requirements of the Family SelfSufficiency Action Plan, the PHA must describe certain
characteristics of the families expected to participate in the program. The descriptioninthis sectionwas
written forthis purpose. Inno way doesthisimply thatonly people meeting this profile will be served,
ratheritis the intention of the PHA to offerthe program as widely as possible, and adjust the program
to meetthe needs of the participants.

The Family Self Sufficiency Programis made up of Section 8 participating families with more than one
person. Economicself-sufficiencyis more likely when there is more than one adult workinginthe
household, and thus families with two adults will likely be attracted to the program. Racial minorities
comprise approximately 8% of the Westminster population, but are expected to be closerto 20% of the
City's Family Self Sufficiency Program.

Itis estimated thatthe program can accommodate more thanthe numberthat are expected to enroll.
The caseload for the Coordinatorshould allow up to 30 families to be enrolled at one time.

INCENTIVES TO ENCOURAGE PARTICIPATION

The onlyincentive being offered outside of those available through PHA partneragenciesis the escrow
account as specified in the Family SelfSufficiency program at the federal level.

OUTREACH EFFORTS

At the outset of the Family Self Sufficiency programall eligible people on the City of Westminster
waitinglists and currently receiving Section 8 assistance were notified about the availability of the
program and how to participate. All Section 8recipients will be notified about the Family Self
Sufficiency program during their eligibility interview. Inaddition families are reminded of the
opportunity whenthey re-certify. The FSS Coordinator also performs outreach to families by mailings,
events, and personal phone calls. The outreach efforts willevolve overtime as different methods are
used to attract participants.

FSS ACTIVITIES AND SUPPORTIVE SERVICES

The participantentersintoanindividualized Service Plan with partnering agencies, as discussed later.
The services caninclude one ormore of the following:
e AcademicAssessment
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Adultbasiceducation

Basic Skills instruction

Life Skillsinstruction

Work Experience services

GED instruction

ESOL instruction

GED Practice Test

External DiplomaProgram
Evening High School
Multi-Service Community Center
Summer School

Alternative High School Program

Aftercompletingthe Plan the FSS Coordinator regularly meets with the family to see if revisions are
necessary. Related servicesinclude:

Child Care: Childcare provisions are available through CCDSS by referral to the day care intake
worker, who will assess the eligibility of informal childcare or purchase of care. Afterthe
participant has completed the Project Independence Intake process, the day care planis fully
developed.

Transportation: Acomprehensive publictransportation systemis notavailable in the City of
Westminster. Assistance available through the programwillinclude: supporting participants'
efforts to car pool; subcontracting directly with transportation providers (coordinated with
Carroll Transit); providing transportation allowances; a cab voucher system; van leasing;
employersubsidies; and subsidizing transportation costs aftera participant has started a job.
Personal and Career Counseling: Personal counselingis available to participants through the

Purchase of Services, where appropriate, and by free community referrals. Career counselingis
providedintheinitial Plan development, as well as after completing educational and skills
training as part of Job Readiness activities.

Job Developmentand Placement: The Service Delivery Area staff provides job developmentand
placementservicesto all Project Independence/Operation Bootstrap participants. Staff works

closely with local Chamber of Commerce offices, the Maryland State Job Service, the Carroll
County Department of Economic Development, and with local employers to develop and assess
job opportunities.

Medical Assistance: Provided through Medical Assistance of the Department of Social Services,
and othercommunity resources when available where medical assistance not allowed or the
need exceeds the availability. Forthose not eligible for DSS medical assistance benefits, referrals
are made to Mission of Mercy.

Mental Health Services: Participants will be referred to available community resources for
mental health services atno cost. In addition, ProjectIndependence funds will be spentto
provide professional counseling as needed for participants that qualify.

Work Related Supportive Services: The work related support services that might be provided by
partneragenciesinclude: child care, transportation, housing, medical, dental and optical
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services, mental health services (including substance abuse, and individual family counseling),
care repair, clothing/uniforms, improvement of personal appearance, food, nutrition counseling,
equipment, textbooks and/orlab fees. Most are available underthe Project Independence
program; where participants are notin Project Independence, otherresources will be attempted
to be found.

e Mutual Home Buyers Club Itis the hope of the PHA that at least a portion of the Family Self
Sufficiency participants will be able to use the savingsin the escrow account to buy a home of

theirown. To thisend, we encourage all FSS participants to join our Mutual Homebuyers Club.
Thisis a nine-month program of education focusing on savings, repairing credit, learning about
the home buying process and even minorhome repair.

e Method of Identification of Family Support Needs - The Family Self Sufficiency Coordinatorisa
trained case Program Supervisorskilled in analyzing family strengths, weaknesses, and needs for
services. A personal interview with all potential Family SelfSufficiency Program families will
proceedthe signing of a Family Self Sufficiency Program contract.

B. Assurances of non-interference with rights of non-participating
families

A family electionto not participate in the Family Self Sufficiency Program will not affect the family
participationinthe Section 8 program, or rights to occupancy in accordance withits lease.
Timetable for program implementation - The program was begunin April 1995.

Certification of Coordination - The PHA works with the local Department of Social Services, Human
Services Programs, and BERC.

C. Program Coordinating Committee

The PHA Family Self Sufficiency Program Coordinating Committee consists of the FSS Coordinator, one
representative fromthe PHA, one active participant of the Family Self Sufficiency Program, and
representatives from partneragenciesas needed. They meetatleastonce a yearto review the
program, the FSS Action Plan, and the FSS portion of the PHA plans, its strengths and weaknesses, and
formulate plansfor programimprovement. Fromtime to time, sub-committees of the overall
Committee also meet.

D. Family Self Sufficiency Program Family Selection Procedures

Motivationis necessary for participation. Each family will be asked to make and keep a series of
appointments with the PHA to develop their Plan. They willalsoinitiate contact with partneragencies
and follow through appropriately. When follow through is ata level sufficient to agree to a set of
comprehensive goals and supportive services with the FSS Program Coordinator, a contract will be
signed with the family.

Families selected forthe Family SelfSufficiency program must be current Section 8 program
participants.
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The regulationsrequire an objective system for placing the names of current Section 8 participantsona
list of interested participants and objective selection criteria. The PHA will establish the list by the date
and time the family expressed aninterestto be a program participant.

E. Affirmatively Furthering Fair Housing

Advertise widely in the community for the coordinator position or positions. Itisthe policy
of the City of Westminsterto advertise internally and externallyasaE.O.E.

Marketing the program to all eligible personsincluding persons with disabilities and limited
English proficiency; We offer Bilingual English/Spanish translation free of charge, atthe
time of voucherissuance all eligible persons willreceive an oral briefingand receive a
pamphletand with a description of FSSand asked if they are interested in the FSS program.
The FSS pamphletisavailablein ourlobbyand occasionally mailed to all eligible program
participants. We also distribute a packet of information that covers BNItenantand
landlord responsibilities, Fair Housing Equal Opportunity for All (Booklet), Places forHelp: A
listing of all local Human services programs including DORS, Core Service Agency, Legal Aid,
Baltimore Neighborhood Inc.

Making buildings and communications that facilitate applications and service delivery
accessible to persons with disabilities. Our buildingis handicap accessible, and we offer
individual assistance with filling out applications and information about Section 8,FSS and
Section 8 Homeownership, viatelephone, relay service, Fax, mail, and email, we offer
Section 8 Housinginformation at the City’s website

Provide fairhousing counseling services or referrals to fairhousing agencies We provide a
Fair housingbookletand BNItenantandlandlord responsibilities packetin ourlobby to the
publicfree of charge. We cover all aspects of Section 8 complaints

Informing participants of how to file afair housing complaint, including the toll-free
number forthe Housing Discrimination Hotline 1800 669-9777. Our agency offers
reference numbers and referralsto Legal Aidin ourlobby and uponrequestand at the Oral
Briefing

If the program has a goal of homeownership or housing mobility, recruiting landlords, and
service providersinareasthatexpand housing choice to program participants. Record
keeping covers, butis notlimited to, the race, ethnicity, family status, and disability status
of program participants. The City of Westminsterattendsandisa member of the local
Landlord association. We provide free Homeownership counselingto City residents. We
distribute Housing Surveystolocal Landlords. Section 8 Housing program informationis
availablein ourlobby as well as upon request. We SponsorSection 8 Homeownership
through our FSS program. We partner with local financial Institution, Agencies, Non-profit
organizations and State government to make housing more affordable to program
participants.
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Chapter 21 - HCV HOMEOWNERSHIP OPTION

A. GENERAL PROVISIONS

The Housing Choice Voucher (HCV) Homeownership Program of the City of Westminster Housing Office
offers eligible participants of the Family Self-Sufficiency Program (FSS) the option of purchasingahome
with their HCV rather than renting. Monthly homeownership assistance payments will be offered to
qualified families. Qualified participants with portable vouchers will also be accepted.

The City of Westminster Housing Office is appropriately staffed and capable of operatingaviable
Homeownership Program, establishinga minimum homeowner down payment requirement of at least
three percent of the purchase price, and requiring that at least one percent of the purchase price come
from the family’s resources.

Eligible applicants for the HCV Homeownership Program must be FSS Participants withininthe HCV
Section 8 Program, may not have an outstanding debt with the City of Westminster Housing Office or
any otherHousing Authority, and must meet the eligibility criteria.

HCV Homeownership assistance may be used to purchase a home within the City of Westminster
corporate limits, only. The City of Westminster Housing Office will permit portability of HCV
Homeownership assistance to anotherjurisdiction, provided the receiving jurisdiction operates a HCV
Homeownership Program, has an opening, and the applicant meets the eligibilitycriteriain forthe
program in the receivingjurisdiction.

B. FAMILY ELIGIBILITY REQUIREMENTS

Each HCV Homeownership applicant must meet the general requirements for admission to the HCV
Program as set forthin the City of Westminster Housing Office’s Administrative Plan. The family must
alsobe enrolledinthe FSS program.

The additional eligibility requirements for participation in the City of Westminster Housing Office’s HCV
Homeownership Programincludethatthe family must:
(1) Be a first-time homeowner or head of household or spouse thatis a person with disabilities;
(2) Withthe exception of elderly and disabled households, meeta minimumincome
requirement without countingincome from "welfare assistance" sources;
(3) Withthe exception of elderly and disabled households, meet the requisite employment
criteria;
(4) Must have fully repaid any outstanding debt owed to the City of Westminster Housing Office
or any otherHousing Authority; and
(6) Not defaulted on amortgage securing debt to purchase a home underthe homeownership
option.
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1. FIRST-TIME HOMEOWNER

Each HCV family, except families with adisabled member, must be afirst-timehomeowner. As defined
by HUD, firsttime homebuyers are individual(s) who have not had an ownershipinterestinahome
withinthe lastthree years.

The family must not have any memberwho hasa presentownershipinterestinaresidence atthe
commencement of homeownership assistance.

2. MINIMUM INCOME REQUIREMENT

1. Amountoflncome.
At the time the family begins receiving homeownership assistance, the head of household, spouse,
and/orotheradult household members must have earned aminimum annual income of $23,500.
2. Exclusion of Welfare Assistance Income.

With the exception of elderly and disabled families, the City of Westminster Housing Office will
disregard any "welfare assistance" income in determining whether the familymeets the minimum
income requirement. Welfare assistance includes assistance from Temporary Assistance for Needy
Families ("TANF"), Supplemental Security Income ("SSI") thatis subjectto anincome eligibility test,
general assistance, or other welfare assistance specified by HUD.

The disregard of welfare assistance income under this section affects the determination of minimum
monthly income in determininginitial qualification for the homeownership program. It does not
affect the determination of income eligibility for admission to the HCV program, calculation of the
family’s total tenant payment, or calculation of the amount of homeownership assistance payments.

3. EMPLOYMENT HISTORY

Each family must demonstrate that one or more adult members of the family who willown the home at
commencement of homeownership assistance is employed full-time (an average of 30 hours perweek)
and has been so continuously employed for one year prior to execution of the sales agreement. Families
will be considered “continuously employed” if abreakin employment does not exceed two months. Net
income from self-employmentin abusiness will count when determining whether the family meets the
employmentrequirement.

Elderly and disabled families are exempt from the employment requirements above. Inthe case of an
elderly ordisabled family, the City of Westminster Housing Office will considerincome fromall sources,
including welfare assistance thatthe HCV Program counts as income, in evaluating whetherthe
household meets the minimum income required to purchase ahome through the HCV Homeownership
Program.
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4. FAMILY SELF-SUFFICIENCY REQUIREMENT

In orderto be selected forthe homeownership program, all applicants must have either successfully
graduated from the City of Westminster Housing Office FSS Program, or be currently enrolled inthe FSS
Program. Applicants must have completed two years of participation priorto completion of
homeownership counseling, and be in good standing with the FSS Program to apply forand participate
inthe homeownership program.

The City of Westminster Housing Office may approve afamily’srequestto utilize its FSS escrow account
for down paymentand/or closing costs when purchasing a unitunderthe HCV homeownership option.

5. REPAYMENT OF ANY HOUSING AUTHORITY DEBTS

Applicantsinthe HCV Program shall be ineligible for participation in the HCV Homeownership Program
inthe eventanydebtremains owed to the City of Westminster Housing Office or any other Housing
Authority. Nothingin this provision will preclude HCV participants that have fully repaid such debt from
applyingforand participatinginthe HCV homeownership program.

6. PRIOR MORTGAGE DEFAULTS

If a head of household, spouse, or otheradult household member, who will execute the contract of sale,
mortgage and or loan documents and has previously defaulted on a mortgage obtained through the HCV
Homeownership Program, the family willbe ineligible to participate in the homeownership program.

C. FAMILY PARTICIPATION REQUIREMENTS

Once a familyis determinedto be eligible to enrollin the program, it must comply with the following
additional requirements:
(1) Complete aHomeownership Counseling program approved by the City of Westminster
Housing Office priorto commencement of homeownership assistance;
(2) Within three years of completion of counseling, locate and contract for the home the family
proposesto purchase;
(3) Submitasalesagreement containing specificcomponents to City of Westminster Housing
Office forapproval;
(4) Allow the City of Westminster Housing Office to inspect the proposed homeownership
dwellingto assure that the dwelling meets appropriate housing quality standards and obtain an
independentinspection covering major building systems and components;
(5) Obtain the City of Westminster Housing Office approval of the proposed mortgage (which
must comply with generally accepted mortgage underwriting requirements); and
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(6) Enterinto a written agreement with the City of Westminster Housing Office to comply with
all of its obligations underthe HCV Homeownership Program.

Homeownership Counseling Program.

Afamily’s participation in the homeownership programis dependent upon attending and successfully
completingahomeownership counseling program provided orapproved by the City of Westminster
priorto commencement of homeownership assistance. The homeownership and counseling program
willinclude, butis notlimited to:

e Budgetingand money management

e Creditcounseling

e Fair Housing Practices

¢ Home maintenance (including care of the grounds)

e How to negotiate the purchase price of ahome

¢ How to obtain homeownership financing and loan pre-approvals, including a description of
types of financing that may be available, and the pros and cons of different types of financing

e How to finda home, includinginformation about homeownership opportunities, schools, and
transportation

e The advantages of purchasing and locatinghomesin areas that do not have a high concentration
of low-income families.

e Information onfairhousing, including fairhousing lending and local fair housing enforcement
agencies

o Informationaboutthe Real Estate Settlement Procedures Act(12U.S.C. 2601 etseq.)(RESPA),
State and Federal truth-in-lending laws, and how to identify and avoid loans with oppressive
terms and conditions

e PredatoryLlending

The counseling agency providing the counseling program shall be approved either by HUD or the
program shall be consistent with the homeownership counseling provided under HUD’s Housing
Counseling program. The City of Westminster Housing Office may requirefamilies to participate in a City
of Westminster Housing Office approved Homeownership Counseling program on a continuing basis.

Locating and Purchasing a Home.

(a) Locating a Home.

Upon approval forthe HCV Homeownership Program and completion of counseling, afamily shall have
three yearsto settle ona home to purchase. Ahome shall be consideredlocated if the family submitsa
signed, approved purchase contract with the requisite components to the City of Westminster Housing
Office. Duringa HCV participant’s search fora home to purchase, the HCV rental assistance shall
continue pursuantto the Administrative Plan. If aHCV Homeownership participant family is unable to
locate a home withinthe time approved by the City of Westminster Housing Office, their HCV rental
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assistance through the HCV Program shall continue.

(b) Type of Home.
A family approved for HCV homeownership assistance may purchase the following type of homes within
the City of Westminster:

anew or existinghome,

a single-family home,

a condominium,

ahomein aplanneduse development,

a cooperative,

a loftor live/work unit, oramanufactured home to be situated on a privately owned lot.

The home must already exist orbe under construction atthe time the City of Westminster Housing
Office determines the family eligible forhomeownership assistance to purchase the unit. The family also
may purchase a homeinajurisdiction otherthan the City of Westminster, provided the Housing
Authorityinthe receivingjurisdiction operates aHCV Homeownership Program for which the HCV
Homeownership applicant qualifies. In such a case, a family’s participationinthe HCV Homeownership
Program will be subject tothe HCV Homeownership Program and policies of the receivingjurisdiction.

(c) Purchasinga Home.

Once a home islocated and a purchase contract approved by the City of Westminster Housing Office is
signed by the family, the family shallhave up to three (3) months, or such othertime asis approved by
the City of Westminster Manager of the Office of Housing, or set forth in the City of Westminster
Housing Office approved purchase contract, to finalize the purchase the home.

(d) Failure to Complete Purchase.

If a HCV participantis unable to purchase the home within the maximum time permitted by the City of
Westminster Housing Office, the City of Westminster Housing Office shallterminate the participant’s
enrollmentinthe homeownership program. The family may not re-apply for the HCV Homeownership
Program until they have completed two additional years of participation in the HCV program following
theinitial determination of their eligibility for the homeownership option.

(e) Lease-Purchase

Lease-purchase agreements are not permitted.

(f) Down Payment

The family must meeta minimum homeowner down payment requirement of atleast three percent of
the purchase price for participationinthe Voucherhomeownership program. Atleast one percent of

157



the purchase price must come fromthe family’s personal resources.

Purchase Contract.

Priorto execution of the purchase contract, the financing terms must be provided by the family, to the
City of Westminster Housing Office for approval. The purchase contract must provide forinspection by
the City of Westminster Housing Office and the independentinspection referred toin Section C(4) and
must state that the purchaseris not obligated to purchase unless suchinspections are satisfactory to the
City of Westminster Housing Office. The contract also must provide that the purchaseris not obligated
to pay forany necessary repairs. The purchase contract must provide that the purchaseris not obligated
to purchase if the mortgage financing terms are not approved by the City of Westminster Housing Office
pursuantto Section C(5); The purchase contract must also contain a seller certification thatthe selleris
not debarred, suspended, orsubjectto a limited denial of participation under 24 CFR part 24.

City of Westminster Housing Office and Independent Initial Inspection
Conducted.

To assure the home complies with the housing quality standards of the HCV program, homeownership
assistance payments may not commence until the City of Westminster Housing Office firstinspects the
home. Anindependentinspection of existinghomes covering major building systems and components
also must be completed by a professional inspector selected by the family and approved by the City of
Westminster Housing Office. These systems and componentsinclude, butare not limited to:
Foundation and structure; housinginteriorand exterior; roofing and plumbing; and electrical and
heating systems. The independentinspector may notbe a PHA employee. The City of Westminster
Housing Office willnot pay forthe independentinspection, therefore, the financial responsibility for the
inspection belongs to the family. The independentinspection report must be provided to the City of
Westminster Housing Office. The City of Westminster Housing Office may disapprovethe unit due to
information contained inthe report orfor failure to meet federal housing quality standards.

Financing Requirements.

The proposed financing terms must be submitted to and approved by the City of Westminster Housing
Office priorto close of escrow. The City of Westminster Housing Office will approve or disapprove the
financing terms within five (5) business days. The City of Westminster Housing Office shall determine the
affordability of the family’s proposed financing. In making such determination, the City of Westminster
Housing Office may take into account other family expenses, including but not limited to child care, un-
reimbursed medical expenses, education and training expenses, and the like.
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Certaintypes offinancing, including but notlimited to, balloon payment mortgages and adjustable rate
mortgages, are prohibited and will not be approved by the City of Westminster Housing Office. Seller-
financing mortgages shall be considered by the City of Westminster Housing Office on a case by case
basis. If a mortgage is not FHA-insured, the City of Westminster Housing Office willrequirethe lenderto
comply with generally accepted mortgage underwriting standards consistent with those of HUD/ FHA,
Ginnie Mae, Fannie Mae, Freddie Mac, USDA Rural HousingServices, the Federal Home Loan Bank of
Atlanta, or other private lendinginstitution.

Family Compliance with Program Policies.

A family must agree, in writing, to comply with all familyobligations underthe HCV Program and the
City of Westminster Housing Office homeownership policies. These obligationsinclude:
(1) attending on goinghome ownership counseling, if required by the City of Westminster
Housing Office;
(2) complying with the mortgage terms;
(3) notsellingortransferringinterestinthe home to anyone otherthan an adult member of the
assisted family whoresidesinthe home while receiving homeownership assistance;
(4) notrefinancing oradding debtsecured by the home without priorapproval by the City of
Westminster Housing Office;
(5) notobtainingapresentownership interestin anotherresidence whilereceiving
homeownership assistance; and
(6) supplyingall required information to the City of Westminster Housing Office including, but
not limited to, annual verification of household income, notification if household income drops
below thatamountoriginally qualified, notice of change in homeownership expenses, notice of
move-out, and notice of mortgage default.

The City of Westminster Housing Office Homeownership Family Obligation policies are set forth at the
end of this Chapter. Once the home purchase is complete, the family becomes a participantinthe HCV
Homeownership Program.

Participants may move one time in any one-year period with continued use of homeownership
assistance. All proceedsfromthe sale of the home mustbe applied tothe new home.

The City of Westminster Office of Housing Services has the right to recapture a percentage of
homeownership assistance within a 10 year period from the purchase date, when proceeds fromasale
are notappliedtoa new home. The participant mustsignand have recorded a lien, inaform required
by HUD. The amount of recapture shall be calculated in accordance with HUD regulations and shall be
subjecttoautomaticreductionin 10% increments annually beginning one year from the purchase date.
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A family may refinance, with permission from the City of Westminster Housing Office, to take advantage
of betterterms withoutany penalty, provided that no proceeds are realized.

D. AMOUNT OF ASSISTANCE

The amount of the monthly assistance payment will be based on three factors: the voucher payment
standard for which the familyis eligible, the monthly homeownership expenses, and the family’s
householdincome. The City of Westminster Housing Office will pay the lower of either the payment
standard minus the total family contribution (TFC) or the family’s monthly homeownership expenses
minusthe TFC. The HCV family will pay the difference.

Determining the Payment Standard.

The voucher paymentstandard is the fixed dollaramount the City of Westminster Housing Office
annually establishes foraunit of a particular size located within the City of Westminster Housing Office
jurisdiction. Inthe homeownership program, the initial payment standard will be the lower of either:
(1) The payment standard for which the familyis eligible based on family size, or
(2) The payment standard whichis applicable to the size of the home the family decides to
purchase.
The payment standard for subsequent years will be based on the higher of:
(1) the payment standard in effect at commencement of the homeownership assistance, or
(2) the payment standard in effectat the most recentregularreexamination of the family’s
income andsize.
The initial payment standard, for purposes of this comparison, shall not be adjusted evenifthereisa
subsequentdecrease in family size.

Determining the Monthly Homeownership Expense.

Monthly homeownership expenseincludes all of the following:

e principal andinterest onthe initial mortgage and any mortgage insurance premium (MIP)
incurred to finance the purchase and any refinancing of such debt;

e real estate taxes and publicassessments;

e homeowner’sinsurance; maintenance expenses perthe City of Westminster Housing Office
allowance;

e costs of major repairs and replacements perthe City of Westminster Housing Office allowance
(replacementreserves);

e utility allowance perthe City of Westminster Housing Office’s schedule of utility allowances;

e principal andinterest on mortgage debtincurred to finance majorrepairs,
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o replacementsorimprovements forthe home including changes needed to make the home
accessible;
e and homeownerassociation dues, feesorregularcharges assessed, if any.
Homeownership expenses foracooperative member may only include the City of Westminster Housing
Office approved amounts forthe cooperative charge underthe cooperative occupancy agreement
including:
e paymentforreal estate taxes and publicassessments onthe home;
e principal andinterestoninitial debtincurredtofinance purchase of cooperative membership
shares and any refinancing of such debt;
e homeinsurance;
o theallowancesformaintenance expenses, majorrepairs and replacements and utilities;
e and principal andinterestondebtincurred to finance majorrepairs, replacements, or
improvements, including changes needed to make the home accessible.

Determining the Total Family Contribution

The TFC is that portion of the homeownership expense that the family must pay. Itis generally 30% of
the family’s adjusted income plus any gap between the payment standard and the actual housing cost.
All family income (including publicassistance) will be counted to determinethe family’s adjusted
monthlyincome for purposes of determining the amount of assistance.

Payment to Lender.

The PHA will remitthe monthly HCV assistance directly to the Family by the 10 of each monthin which
the Familyiseligible toreceive HCV assistance. The Family will be responsible for remitting the entire
monthly mortgage payment (100%) to the Lender by the scheduled due date, and no laterthan the
fifteenth, to avoid the assessment of additional charges.

E. TERMINATION OF HCV HOMEOWNERSHIP ASSISTANCE

Grounds for Termination of Homeownership Assistance.

Failure to Comply with Family Obligations under HCV Program or City of Westminster
Housing Office’s Homeownership Policies.
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A family’s homeownership assistance may be terminated if the family fails to comply with its obligations
underthe HCV Program, the City of Westminster Housing Office homeownership policies, orif the family
defaults onthe mortgage. If required, the family must attend and complete ongoinghomeownership
and housing counseling classes. The family must comply with the terms of any mortgage incurred to
purchase and/orrefinance the home. The family must provide the City of Westminster Housing Office
with written notice of any sale or transfer of any interestin the home, any plan to move out of the home
priorto the move, the family’s household income and homeownership expenses on an annual basis, any
notice of mortgage defaultreceived by the family, and any other notices which may be required
pursuantto the City of Westminster Housing Office homeownership policies.

Exceptas otherwise provided in this Section the family may not convey or transfer the home toany
entity or person otherthan an adult member of the assisted family, while receiving homeownership
assistance.

Occupancy of Home.

Homeownership assistance will only be provided while the family residesin the home. If the family
moves out of the home, the City of Westminster Housing Office will not continue homeownership
assistance commencing with the month after the familymoves out. Neither the family northe lenderis
obligated toreimburse the City of Westminster Housing Office for homeownership assistance paid for
the month the family moves out.

Changes in Income Eligibility.

A family’s homeownership assistance may be changedin the month following annual recertification of
the householdincome, but participation in the HCV Homeownership program shall continue untilsuch
time as the assistance paymentamountsto S0 for a period of six (6) consecutive months.

Maximum Term of Homeownership Assistance.

Notwithstanding the provisions of Section E (1), subparagraphs (a) through (c), except fordisabled and
elderly families, afamily may receive HCV homeownership assistance for not longerthan ten (10) years
from the date of close of escrow unless the initial mortgage incurred to finance the purchase of the
home has atermthat is 20 years or longer, in which case the maximum term forreceiving HCV
homeownership assistance shallnotexceed 15 years.

Families that qualifyas elderly at the commencement of homeownership assistanceare notsubjecttoa
maximum term limitation.
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Familiesthat qualifyas disabled families at the commencement of homeownership assistance orat any
time duringthe provision of homeownership assistanceare not subject toa maximum term limitation. If
a disabled family orelderly family ceases to qualify as disabled or elderly, the appropriate maximum
termbecomes applicable fromthe date homeownership assistance commenced provided, however,
that such family shall be eligiblefor at least six additional months of homeownership assistance after the
maximum term becomes applicable. The time limit applies to any member of the household who has an
ownershipinterestinthe unitduringany time thathomeownership payments are made oris a spouse
of any member of the household who has an ownership interest.

Procedure for Termination of Homeownership Assistance.

A participantinthe HCV Homeownership Program shall be entitled to the same termination notice and
informal hearing procedures as set forthinthe Administrative Plan of the City of Westminster Housing
Office forthe HCV Program.

F. CONTINUED PARTICIPATION IN HCV PROGRAM

Default on FHA-Insured Mortgage.

If the family defaults on an FHA-insured mortgage, the City of Westminster Housing Office not permit
the family to move with continued HCV rental assistance. The family willneed to demonstrates that it
has (a) conveyedtitle to the home to HUD oritsdesignee as required by HUD, and (b) moved from the
home withinthe period established orapproved by HUD.

Default on non-FHA-Insured Mortgage.

If the family defaults on a mortgage that is not FHA-insured, the City of Westminster Housing Office may
permitthe family to move with continued HCV rental assistance if the family demonstrates thatit has (a)
conveyedtitle tothe home tothelenderorto its designee, as may be permitted orrequired by the
lender; and (b) moved from the home within the period established orapproved by the lenderand/or
the City of Westminster Housing Office.

Continued HCV Rental Assistance
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The City of Westminster Housing Office will determine on a case-by-case basis, in compliance with
federal law and regulations, if a family terminated from the homeownership program will remain
eligible HCV rental assistance.

G. THE CITY OF WESTMINSTER HOUSING OFFICE ADMINISTRATIVE FEE

For each month thathomeownership assistance is paid by the City of Westminster Housing Office on
behalf of the family, the City of Westminster Housing Office shall be paid the ongoing administrative fee
describedin 24 C.F.R. §982.152(b).

H. WAIVER OR MODIFICATION OF HOMEOWNERSHIP POLICIES

The City of Westminster Manager of the Office of Housing shall have the discretion to waive or modify
any provision of the HCV Homeownership Program or policies not governed by statute or regulation for
good cause or to comply with changesin HUD regulations ordirectives.

HCV HOMEOWNERSHIP OBLIGATIONS

Thisform isto be signed by the home buyer(s) inthe presence of the City of Westminster Housing Office
Homeownership Program Coordinator. The following paragraphs describe yourresponsibilities under
the HCV Homeownership Program. If you ormembers of your household do not meet these
responsibilities through youractions or yourfailure to act, you may be determined ineligible foror
terminated from the HCV Homeownership Program.

1. Family Obligations: You must comply with all Family Obligations of the HCV Program, exceptingonly
the prohibition against owningorhavinganinterestinthe unit. Family Obligations §§
982.551(c),(d),(e),(f),(g)and (j) do notapply to the HCV Homeownership Program.

2. Housing Counseling: All applicant family members (i.e. those who will be signing the purchase offer
and loan documents) must satisfactorily complete a City of Westminster Housing Office provided or
approved counseling program priorto commencement of homeownership assistance. The City of
Westminster Housing Office may requireany orall applicant family members to attend additional
housing counseling classes as a condition of continued assistance.

3. Employment History: With the exception of disabled and elderly households, each family must
demonstrate that one or more adult members of the family who will own the home at commencement
of homeownership assistance is employed full-time (an average of 30hours perweek) and hasbeenso
continuously employed forone year priorto execution of the sales agreement. In orderto reasonably
accommodate a family enrollmentin the program, the City of Westminster Housing Office will exempt
familiesthatincludeaperson with disabilities from this requirement. The City of Westminster Housing
Office Manager may also consider whetherand to what extentan employmentinterruptionis
considered permissible in satisfying the employment requirement. The Manager may also consider
successive employment during the one-year period and self-employmentinabusiness.
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4. Purchase Contract: You mustinclude contract conditionsin any Offerto Purchase that gives the City
of Westminster Housing Office areasonable time (a) toinspect the home for compliance with HUD’s
Housing Quality Standards, (b) to review and approve a professional home inspection report obtained by
you from a City of Westminster Housing Office approved inspector, and (c) approve the terms of your
proposed financing. Adviseyour real estate broker, agent or Realtor of these requirements. You must
settle ona home within three years of completion of homeownership counseling.

5. Mortgage Obligations: You must comply with the terms of any mortgage incurred in the purchase of
the property and must notify the City of Westminster Housing Office Homeownership Program
Coordinatorwithin five (5) days of receipt of any late payment notice or default notice.

6. Occupancy: You must occupy the unitas your principal residence. You may not transfer, sell, orassign
any interestinthe property without the City of Westminster Housing Office’s prior written consent. You
may notrent or lease any part of the premises. You must notify the City of Westminster Housing Office
inwriting at least 30 days prior to moving out of the house fora period of 30 days or longer or priorto
any sale, transfer, assignment, lease or other form of alienation of the assisted property.

7. Maintenance: You must maintain the propertyin a decent, safe and sanitary mannerin compliance
with City codes and other prevailing standards. You must allow the City of Westminster Housing Office
to inspectthe property within one week of ademand by the City of Westminster Housing Office to
conduct an inspection. You must correct any notice of deficiency issued by the City of Westminster
Housing Office within the time limit specified inthe notice. If you fail to adequately maintain the
property, the City of Westminster Housing Office may divert the maintenanceand replacementreserves
portions, if applicable, of the Homeownership Assistance Payment to an escrow accountto be usedto
pay forreasonable and necessary maintenance expenses.

8. Annual Re-examination: You mustannually provide the City of Westminster Housing Office with
currentinformation regarding family incomeand compositionin aformat required by the City of
Westminster Housing Office. You must notify the City of Westminster Housing Office if household
income drops below thatamount originally qualified.

9. Refinancing: You must notify the City of Westminster Housing Officein writing of any proposal to
refinance the original purchase mortgage or of any proposal to encumberthe property with secondary
financing and obtain the City of Westminster Housing Office’s written approval of such financing priorto
executinganyloan documents.

10. Default: Inthe event of a default on your mortgage obligation, you must cooperate with the City of
Westminster Housing Office and the lenderto minimizeany loss to the lenderin orderto maintain your
eligibility to continue as a participantin the HCV Program.
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CHAPTER 22 - EQUAL OPPORTUNITY HOUSING PLAN

This Equal Opportunity Housing Plan covers all units administered by the PHA. Included are the Housing
Choice Voucherand Family Self Sufficiency programs.

A. COMMUNITY-WIDE INFORMATION EFFORTS

e Paid Advertising: Whenthe need arises forsuch advertisinglocal publications willbe used.

o PressReleases: Whenthe programis expanded orsignificantly enhanced, press releases will be
prepared and distributed to the local Carroll County publications, local radio stations, and the
local Cable franchisee.

e Brochures: The PHA publishesacomprehensive booklet,"A Guide to Renting, whichis
distributedtoall current Section 8tenants and othersinquiringabout rental housing.

Information sheets on the Section 8 program have previously been distributed to HOPE, Carroll County
Commission on Aging, Westminster United Methodist Church, Carroll County Department of Social
Services, University of Maryland Cooperative Extension Service, Westminster Rescue Mission, Union
Memorial Baptist Church, and Human Services Programs of Carroll County, Inc. Informationisalso given
through presentations to Head Startand Options workshops.
The PHA has also published abrochure onthe Fair Housing laws. Thisis distributed throughout the
community as well asin the tenant's briefing package and given atthe landlord seminars on fair housing
that this office co-sponsors.

e Community Contacts: The organizationslisted above, plus the otherorganizationslisted onare

in contact withthe PHA.
e Other: The HUD approved Fair Housing Posteris prominently displayedin ourlobby. All

program participants receivethe brochure "Fair Housing USA".

B. SPECIAL EFFORTS TO ATTRACT FAMILIES

Groups, on the basis of pastexperienceandin ourjudgmentare not otherwise expected to apply for
Housing Choice Vouchers of Family Participation without special outreach because of factors such as
race, ethnicity, orsource ofincome: The groups least likely to apply are the elderly, the homeless, and
theilliterate. Special effortsto encourage such group(s) toapply:

e Paid Advertising: See SectionA.

e PressReleases: See SectionA.

e Brochures: At the beginning of the program, local landlords sent fliers to theirblackand elderly
tenants, andfliers were available at various community contact centers. Atthe presenttime
information on the programisin the offices of related agencies andis handed outinresponse to
inquiries atthe PHA office.

e Community Contacts: See SectionA.

o Other: The PHA has supplied pre-application forms to Human Services of Carroll County, Inc. for
distribution. Inaddition, their staff, as well as the staff of the PHA, are able to assist people who
require helpin completingthe application form. The Carroll County Office on Agingalso hasa
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supply of the application forms, and performs the same service. Itisfeltthatthisone-on-one
methodis more effectiveinreachingthe under-served population than written materials due to
the oftenlimited literacy of the target population.

C. SPECIAL EFFORTS TO ENCOURAGE LANDLORD AND BROKER
PARTICIPATION

Paid Advertising: See SectionA.

PressReleases: See Section A.

Brochures: At the beginning of the program, a flierwas senttothe largestlandlords within
Westminster. Currently, amulti-page program explanation of the programsis distributed to
landlords uponrequest.

Community Contacts: Atthe beginningof the programs, written and telephone contacts were
made with the community groupsidentified atthattime. Currently, landlords are reached

through the Carroll County Association of Realtors.

Other: Since the PHA administers various specialhousinginitiatives and assists local landlords in
obtaining State rehabilitation loans as well as administering the Section 8 programs, landlords
are infrequent contact with the office. Currentand potential landlords who inquireabout other
programs or are beingassisted in otherfashions are advised of the Section 8 programs by the
Program Supervisor of Housing Services.

D. ESTABLISHMENT OF WAITING LIST AND ISSUANCE OF HOUSING CHOICE
VOUCHERS
Please see the appropriate sections of this Administrative Plan for the establishment of the waitinglist

and briefing of voucherholders. Inaddition, the following applies:
Procedures that will be followed when families encounter discrimination:

The PHA staff will assist the family in filing HUD Form 903 with the HUD Regional Officewitha
copy to the Baltimore Field Office, and the Maryland Human Relations Commission. The family
will be given free choice astothe method they wishto use. If the family chooses nottofile a
formal complaintwith one or both of the agencies, and the alleged victim was receiving Section
8 rental assistance from this office, and if this officefeelsitis warranted, the Program
Supervisor, Housing Services, may file acomplaint with the HUD Regional Office, with a copy to
the Baltimore Field Office, and the Maryland Human Relations Commission as the injured party
seeking administrative relief.

If a participatinglandlordis found guilty of discrimination, or states intent to discriminate, he or
she will be denied further participatinginthe Section 8 programs run by this office.

E. STAFFING

The PHA has run the Section 8 programs for over a decade. The nondiscrimination hiring policy for staff
for this programis that the City of Westminsteris an Equal Opportunity and Affirmative Action hiring

agency operating undersuch policies to govern the staff. The staff composition by title, as of January
2009 isas follows:
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Name Tite

Thomas Beyard Executive Director
Cindy Valenzisi Manager

Rebecca Hurd Housing Specialist,
Matthew Grownaw Housing Specialist,

Code Inspector

FSS Coordinator
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CHAPTER 23 - FRAUD POLICY AND TENANT INTEGRITY
PROGRAM

Fraud Policy Statement

The PHA is committed to preventing, detecting, and reporting any possible fraud withinits jurisdiction.
To that end, we have developed a Fraud Policy and a Tenant Integrity Program.

The Tenant Integrity Program Objectives:

e To preventunintentional program violations due to misunderstanding;

e To preventanddetect programviolations;

e To take effective administrative, civil, or criminal action, as appropriate.
It ishoped that this program will help ensure that HUD receives maximum effective use fromits funds.
The PHA should benefit by removingineligible families to make "new" units available; problem tenants
are removed orsanctioned; dollars recovered are increased along with rents; compliance and
cooperation of tenants are improved; staff cooperation with the community and other benefitagencies
improves. Applicants and tenants should benefit because embarrassment and financial hardship are
avoided by notviolating program rules due toignorance or misinformation. In addition, honest tenants
will be lessinclined to start cheating due to peer pressure and will have the satisfaction of knowing that
cheating by others will not be tolerated.

A. TYPES OF VIOLATIONS

Violations can be programmaticorcriminal. Aprogram violation occurswhenatenantor a Landlord, by
action or inaction, breaches a contract, policy, or procedural requirement of HUD or the PHA. Fraudis
deceitortrickery deliberately practiced in orderto gain some advantage dishonestly. Fraudisa willful
and intentional deception; it cannot be committed accidentally.

Examples of program violations/program abuse are:

e Tenantfailstosubmitrequested verification.
o Tenantfailstoappearfora scheduled appointment orcomplete re-certification.
e Tenantfailsto pay rentor othercharges.
e Tenantdoesnot keep utilitiesin service.
e Tenantdoesnot reportchangesinincome, assets orhousehold membersinatimely manner.
e Tenantvacatesthe unitinviolation of lease.
e Fraudisshownby:
e Tenantknowledge thatwhathe orshe did, orfailed to do, was wrong (e.g., have signed
papers acknowledging program requirements).
o Thetenantwillfullyviolatingthe law (act done repeatedly, false names orsocial security
numbers were used, falsified documents, omitted facts, admitted to others, etc.)
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Criminal violations include:

Violationsinvolvingincome and assets:
e Knowingly omitsincome orassets of a self orhousehold member;
e Under-reportsincome/assets of self orhousehold member;
e Transfersincome orassets to obtain/retain false eligibility;

Overstates deductions/allowances/expenses;
Violationsinvolving the numberand identity of household members.
The use of false Social Security Number(s).

The use of false documents: birth certificates, marriage license.

Violations by tenant involving unit:

Tenantownsor has interestinthe unit.

Tenantobtains duplicate assistance, such as sublettingall or part of the unit; has a unitin more
than one location.

Tenantused assisted unitforillegal activity or business.
Tenantdoes not pay theirtenant portion of the contract rent designated by PHA.

Landlord violations:

Landlord chargesillegal side payment or security deposit;

Landlord knowingly accepts payments foravacant unit

Landlord falsifies claims.

Landlord reducestenant’s portion of rent, and or changes to the utilities or provisions of the
lease without signing a new HAP contract or the HA’s approval.

Conspiracy Schemes:

Tenantownsor has interestin unit.

Fictitious Landlord accepts HAP payment. Landlord residesin assisted unit.

Tenant pays illegal side payment to Landlord.

PHA employee permits tenantto bypass waitinglist.

PHA employee has knowledge of tenant unreported income.

PHA employee accepts payments from landlord for concessions, steering, orapproving
excessiverent.

Landlord makes any changes to the assisted unit’s contract rent without notify the PHA and
receivingthe PHA’s approval.

Tenantreceives monetary gifts such as, reduction in rent, nonpayment of rent, payment of
utilities and or payment forwork done in exchange forrent notreported to PHA.
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B. COMMITMENT TO INVESTIGATE MISREPRESENTATIONS AND PURSUE
REMEDIES

The PHA, in partnership with the City of Westminster Police Department and the Attorney General’s
office will investigate allegations, complaints, or other observations thatindicate afamilyisreceiving
more benefitsthanitis entitled toreceive. The PHA will vigorously pursue false statements that result
inthe tenant’s paymentlessrent, or HUD overpayingrental assistance. Afterverification of these
misrepresentations, the PHA willtake all necessary steps to recover 100% of the HAP lossincluding
administrative actions, civil or criminal court actions, orjudgments, as it deems appropriate.

C. APPLICANT AND TENANT RESPONSIBILITIES

Failure orrefusal to do the following three itemsis grounds for denial of assistance to applicants or
termination of assistance of tenants:

o Allapplicants ortenants must complete required forms and supply requested informationin a
timely fashion. Timelyisconsidered to be twoweeks orless from the date of the request.

e Applicantsandtenants are responsible for supplying completeand accurate information.

e Applicants and tenants mustdisplay civilized, acceptable, and responsible behavior.

In addition, tenants must:

e Informthe PHA of increasesinallincome immediately andin writing.

e Notifythe PHAimmediatelywhenaguestwill livein the unitformore than one week. Any
person livinginthe unit more than 14 consecutive days or 30 days overthe course of a year
must qualify as eithera “Family Member” as defined in Chapter4or a “member of the
household” who must be added to the lease if acceptable to the landlord and the PHA.

In addition, any person who uses the assisted unitas hisorher primary residence must be added to the
program. A primary residence is defined as the residence at which the person spends the majority of his
or her time.

D. ADMISSION RESTRICTIONS

Denial of participation applies underthe following circumstances:
e Failingtorepay previousdebt;
e Committing fraudin connection with any HUD program, or to disclose previously committed
fraudin connection with any HUD program;
e Providingfalse information onthe application;
e Tenantnon-cooperation: refusingorfailingto complete required forms orto supply requested
information;

e Applicantswho appearon HUD's List of "Suspensions, Debarments, and Limited Denials of
Participation.

E. THE SEQUENCE OF AN INVESTIGATION

e Theallegationisreceived and evaluated.

e Vagueandnon-credibleallegations are closed tofile.
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e Aninvestigative worksheetis preparedforcredible allegations.

e Decisionsare made as to type of evidence to obtainto prove ordisprove allegation.
e Verifications sent, witnesses interviewed or othersources queried as needed.

e Verifications monitored and followed up until received.

o Allresults considered fordetermining validity of allegations.

e Additional information obtainedif needed to further support conclusion orto follow up on new
leads.

e Invalid allegations closed tofile.

e Validallegationsreviewed to determineintent by subject, length of occurrence, and amount
involved.

e Tenantis considertobe “not in good standing” while underinvestigation. Therefore issuance of
voucher, or any otheradministrative decision will be delayed until the investigation has
concluded.

o Conferenceisheldsubjecttoreview findings, and to obtainresponse if the writtenrecord is not
clearoritis otherwise appropriate.

o Allegation closedif clearing up by subject, oradministrative remedy selected as appropriate.

e If prosecutionisconsidered appropriate, prosecutor contacted.

All complaints, tips, or allegations will be reported on an Inquiry Request Form. This will be followed by
the completion of an Occupancy Allegations Checklist. The employee completing the checklist will then
assessthe checklistresults to determine the extent and priority of any follow-up work.

F. THE TENANT CONFERENCE

If the PHA has reason to believethat a violation may have occurred, it may deem atenant conference
appropriate. Atenant conference isameeting between the PHA staff and the tenant priorto a
recommended action against the tenant, ifany. Itisan eventstructured by the PHA to provide the
tenantthe opportunity to examine the PHA's facts/documents and respond to them. The tenant's
explanations may clarify or mitigate the PHA's findings or become additional evidence forthe PHA. If
the tenant's explanation satisfies the PHA that no violation has been committed, nofurtheractionis
taken. Ifthe explanation does not satisfy the PHA's concerns, the City notifies the tenantas soon as
possible of any proposed action.

G. SELECTING ADMINISTRATIVE ACTIONS

Selecting an appropriate administrative action to be taken as the result of a violationis ajudgment
made by the staff of the PHA. The mainfactorsthat are considered are:

e Thedegree oftenant willingness to accept responsibility for his/heractions and the extent of
cooperationinthe matter.

e Thetenant'sability tounderstand the rules.

o Theduration of the violation and the period of time over which the violation occurred and the
number of times the tenant made false statements.

e Theamount of moneyinvolved.
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e Whetherthe facts establish "intent" on the tenant's part.

Possible Administration Actions

The following actions may be taken as an administrativeremedy to a programviolation:
e Writtenwarning.
e Transferto an appropriate size unit.
e Termination of Housing Assistance.

e Denial of Participation/Occupancy to Applicants.

e Restitution. The PHA may requestrestitutioninalump sum, or enterinto a formal Repayment
Agreement.

e Civil Action.
o Federal Courtor State Court prosecution, garnishments, and judgments.
e Referral to HUD for suspension, debarment, or limited denial of participation.

If the violation constitutes criminal fraud, criminal prosecution may also occur.

H. OPTIONS FOR DEFAULT OF A REPAYMENT AGREEMENT

A personis consideredto have defaulted onarepaymentagreementif two payments have not been
made within 30 days of the payment due date. The PHA may take one or more of the followingactions
if a tenantdefaultsonaRepayment Agreement:

o FileaCivil Suit.

e Terminate assistance payments.

e Criminally prosecute, if apleaagreement wasviolated.

o Referthecaseto a collectionagency.

e Reportthe delinquencytothe Credit Bureau.

e SendForm 1099 MISC to the Internal RevenueService.

o Recommend administrative sanctions by HUD.

e Referthe case to appropriate clearinghousesforunpaid debts.
If a family fails to sign arepayment agreement for monies owed within 30days of our requesttothe

family tosign and return the document, the PHA will also pursue one or more of the remedies outlined
above.

I. FRAUD OR PROGRAM ABUSE BY PARTICIPATING LANDLORDS
All Landlords participatinginthe Section 8 programs administered by the PHA must certify that:

e Thereis managementoversight of the assisted unit;

e Thefamily membersonthe lease are the onlyindividuals allowed to live in the unit, and that the
landlord may notlive inthe unit;

e Maintenance is performed as required to maintain compliance with Housing Quality Standards;

e Thetenantsincur noadditional charge amountsforrentor otheritems notspecifiedinthe lease
which have notbeenspecifically approved by the PHA;
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He/sheisresponsible forreporting vacanciesimmediately and in writing;

Consentis granted forthe PHA to conduct computer matches to verify compliance, and
releasing and exchanginginformation regarding participation in the Section 8 program with
other Federal and State agencies;

He/she understands the administrative and criminal actions that can be taken forintentional
violations.

J. FRAUD OR PROGRAM ABUSE BY CITY OF WESTMINSTER EMPLOYEES

The policy meantto deterfraudisapplicable to all employeesincluding management. Fraudis defined
as the intentional, false representation or concealment of a material act for the purpose of inducing
anotherto act uponit to hisor herinjury. Examplesinclude:

Bribery or kickbacks

False claims orbid-rigging

Theft, embezzlement, or other misapplication of funds or assets
Forgery or alteration of documents

Impropriety with respectto reportingfinancial transactions
Profitingoninsider knowledge

Destruction or concealment of records or assets

All employees of the PHA are responsible for honesty and professional conductin carrying out assigned
duties. All employees mustsign a copy of the following Standards of Conduct for Occupancy stating that
they have read and understand the Standards and will not violate the prohibitions. All staff mustalso
disclose any rental property orreal estate activities in which they or theirimmediate family have any
financial interest, and any connection with any business or property that receives benefits from HUD.

The Standards are as follows:

Do not acceptany money, gifts, services, loans, entertainment, oranything else of value from
applicants, tenants, or Section 8 landlords.

Do not request, coerce, orthreaten any personto do somethingforyouasa condition for
participatingorremainingin an assisted housing program.

Do not participate inan assisted program as a tenantor landlord unless properly disclosed and
approved.

Do not process an application forarelative ora business partner without priorapproval of the
appropriate officials.

Do not give favored treatment to any person thatis not permitted by law or local policies.
Do not encourage or coach applicants, tenants, orlandlords toignore orviolate any rule or
policy.

Do not ignore orfail to pursue questionableresponses from applicants ortenants, or to
appropriately investigate suspected violations.

Do not falsely create, forge, or alter any documents that are used to determine eligibility or level
of benefitsinan assisted housing program.

Do not submitor process any documents for nonexistent tenants or Section 8 landlords, or
scheme with actual tenants or landlords to share any program benefits.
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K. REPORTING SUSPECTED FRAUD

Where fraud is suspected, it should be reported to the Westminster Police Department at 410-876-
1300, andto the HUD Office of the Inspector General, Office of Investigation for the Mid-Atlantic
District, at 215-656-3410.

L. CONFIDENTIALITY

Anyinvestigation resulting from suspected irregularities would not be disclosed to outsiders, except to
the properlaw enforcement authorities. Management will notretaliateagainstemployees whoreport
eitherfraudulent or no-fraudulentirregularities.

M. PHA INTERNAL INVESTIGATIONS

The PHA Executive Director has the authority to take control of and examine any and all records, and
will conduct the PHA Internal Investigations.

Reporting Procedures

Employeessuspecting fraud should reportittothe PHA Executive Directorand not attemptan
investigation. Managementand others should refrain from discussing the allegations with anyone other
than those with a legitimate need to know.

Termination

Any recommendations to terminate employees should be reviewed by counsel and management.
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